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UFR  PREPARATION  AND  AUDIT  CHECK  LIST 


1.       Check  if  one  or  more  of  the  following  elements  of  the  UFR 
have  been  filed  as  required: 

  Cover  Page  must  always  be  filed. 


  Auditor's  Reports   (at  least  3  for  audited  Financial 

Statements  and  1  for  reviewed  Financial  Statements) 

  Balance  Sheet 

Statement  of  Revenue  and  Expenses  and  Changes  in 
  Fund  Balances 

  Statement  of  Functional  Expenses 

  Notes  to  the  Financial  Statements 

  Schedule  of  Federal  Financial  Assistance 

(if  required) 

  Board  of  Directors 1  Acknowledgement  Letter 

2.    OMB  Circular  A- 133  audit  was  conducted  if  required. 

3 .  Audit  was  conducted  in  accordance  with  generally 
  accepted  government  auditing  standards   (GAGAS) . 

4 .  Supplemental  information  paragraph  was  included  in 
Independent  Auditor's  Report  or  separate  report  as 

  required  by  Auditing  Standards  SAS  29  and  52. 

5.  Independent  Auditor's  Reports  meet  reporting 

  standards  of  Generally  Accepted  Auditing  Standards. 

6.  Information  in  supplemental  schedules  reconciles  and 
  is  in  agreement  with  the  basic  financial  statements. 

7.  Independent  Auditor  opined  on  the  Statement  of 
  Functional  Expenses. 

8 .  Financial  statements  were  prepared  in  accordance 
with  the  AICPA  Audit  Guide  for  Voluntary  Health 

  and  Welfare  Organizations,  as  required. 

9.  Administration  (Management  and  General)   costs  were 
reported  in  the  administration  column  and  not  in 

  programs  as  direct  program  costs. 


10.  Full-time  Equivalents   (FTEs)   were  reported  as 
  required. 
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FILING  REQUIREMENTS 


Who  Must  File? 


In  accordance  with  Chapter  133,  section  113  of  the  Acts  of  1992 
and  the  provisions  of  regulation  808  CMR  1.00,  except  as 
provided  under  Exceptions /Exemptions .  below,  every  individual, 
group,  partnership,  trust,  corporation  or  other  legal  entity 
which  owns  or  operates  one  or  more  programs  of  social,  special 
education,  mental  health,  mental  retardation,  habilitative, 
vocational,  employment  and  training,  or  elder  services  programs, 
including  any  program  provided  pursuant  to  M.G.L.  c.   71B,  but 
excluding  any  program  or  service  which  is  reimbursable  under 
Title  XIX  of  the  Social  Security  Act,  which  the  Commonwealth  of 
Massachusetts  or  any  of  its  agencies  or  political  subdivisions 
purchased  services  at  any  time  during  the  provider's  fiscal  year 
must  submit  properly  completed  Uniform  Financial  Statements  and 
Independent  Auditor's  Report   (UFR)   for  that  fiscal  year. 


Why  File? 

Failure  to  submit  a  timely  and  a  properly  completed  Report 
within  thirty  (30)  days  of  the  filing  deadline  shall  result  in  a 
withholding  of  up  to  ten  percent   (10%) ,  as  determined  by  the 
Division,  of  the  provider's  monthly  billing  by  the  purchasing 
governmental  unit.     In  addition,   the  Division  shall  request  that 
the  purchasing  governmental  unit  determine  that  the  provider  is 
ineligible  for  the  ready  payment  system  under  regulation  815  CMR 
3.10   (1).     Delinquent  filers  providing  services  to  agencies  of 
the  Executive  Office  of  Health  and  Human  Services  may  also  fail 
to  meet  contract  and  ready  payment  prequalif ication  for  contract 
authorization . 


What  to  File: 

One  must  file  a  properly  prepared  Uniform  Financial  Statements 
and  Independent  Auditor's  Report   (UFR)   or  a  UFR  cover  page  and 
Exemption  documentation  or  alternate  report  approved  by  the 
Division  of  Purchased  Services   (DPS)   in  accordance  with  these 
instructions.     A  paper  copy  of  the  UFR  must  be  filed  along  with 
the  Lotus  template  if  it  has  been  provided  free  of  charge. 
Incomplete  or  improperly  prepared  reports  will  not  be  deemed 
received  until  corrected  and  returned  to  DPS.     The  UFR  consists 
of  audited  basic  financial  statements,  independent  auditor's 
reports,  unaudited  supplemental  information  (schedules,  forms, 
and  letters)   that  are  explained  in  the  overview  and  page -by -page 
instructions  of  this  document.     The  constituent  parts  of  the 
UFR,  as  noted  above,  must  be  filed  under  the  same  cover  and  be 
mechanically  fastened  (bound/stapled)   and  the  supplemental 
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information  must  be  auditor  submitted  (referenced  in  the 
auditor's  report  on  the  financial  statements  or  in  a  separate 
report) .     UFR  filers  subject  to  the  single  audit  provisions  of 
OMB  Circular  A- 133  should  consult  the  instructions  in  this 
document  for  guidance  concerning  reporting  and  filing 
requirements . 

The  basic  financial  statements  of  the  UFR  must  be  prepared  and 
audited  as  prescribed  by  the  accounting  principles  and  auditing 
considerations  recommended  by  the  American  Institute  of 
Certified  Public  Accountants   (AICPA)   in  its  industry  audit  guide 
Audits  of  Voluntary  Health  and  Welfare  Organizations   (AVHW) . 
The  General  Conditions  of  the  Master  Agreement,   executed  between 
most  providers  and  the  Commonwealth,  also  contractually  require 
the  provider's  financial  statements  to  be  prepared  in  accordance 
with  the  AVHW  and  that  its  books  and  records  be  maintained  in 
accordance  with  the  generally  accepted  accounting  principles 
recommended  in  the  AVHW.     The  basic  financial  statements  that 
are  utilized  for  this  year's  UFR  filing  must  be  prepared  using 
AVHW  financial  statements  in  the  form  illustrated  in  these 
instructions  and  be  audited  in  accordance  with  Generally 
Accepted  Government  Auditing  Standards   (GAGAS) ,  which 
incorporates  the  AICPA  standards  for  fieldwork  and  reporting. 
Basic  financial  statements  of  UFRs  that  have  not  been  prepared 
and  presented  as  recommended  in  the  AVHW  are  considered  to  be 
improperly  prepared  and  will  not  be  deemed  received  until 
corrected  and  returned  to  DPS.     Generally  Accepted  Government 
Auditing  Standards  are  promulgated  in  the  Standards  for  Audit  of 
Governmental  Organizations,   Programs,  Activities  and  Functions 
("Government  Auditing  Standards"  or  "Yellow  Book"),   issued  by 
the  Comptroller  General  of  the  United  States.     The  use  of  an 
alternate  reporting  format  for  UFR  filing  must  be  preapproved  by 
DPS  through  a  waiver  process  when  the  provider's  circumstances 
and  characteristics  have  not  been  considered  for  alternate 
reporting  in  the  alternate  report  section  or  the 
exceptions/exemption  section  of  these  instructions.  UFR 
preparers  that  feel  they  may  qualify  to  file  an  alternate  report 
should  consult  the  Alternate  Report  section  or  the 
Except ions /Exempt ion  section  of  these  instructions  for  further 
guidance . 


Alternate  Reporting: 

The  vast  majority  of  organizations  filing  with  DPS  are  voluntary 
health  and  welfare  organizations  that  utilize  the  American 
Institute  of  Certified  Public  Accountants   (AICPA)   industry  audit 
guide  Audits  of  Voluntary  Health  and  Welfare  Organizations 
(AVHW)   for  the  preparation  and  audit  of  their  UFRs.  These 
organizations  are  voluntary  health  and  welfare  organizations  by 
virtue  of  the  fact  that  they  are  nonprofit  organizations  that 
concentrate  their  efforts  and  expend  their  resources  in  an 
attempt  to  solve  health  and  welfare  problems  of  society,  and 
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their  support  is  primarily  derived  from  charitable  contributions  and 
reimbursements  furnished  through  program  service  fees  by  agencies  of 
the  Commonwealth  and  cities  and  towns  for  the  delivery  of  programs  of 
social  services.     DPS  and  most  other  governmental  organizations 
consider  charitable  contributions  and  social  service  program  service 
fees  to  be  public  funds.     DPS  recognizes  that  not  all  UFR  filers  are 
organized  as  nonprofit  organizations  to  solve  the  health  and  welfare 
problems  of  a  society  that  receives  its  support  primarily  from  public 
funds  for  the  delivery  of  social  services.     It  is  also  recognized 
that  use  of  the  AVHW  audit  guide  for  the  preparation  and  audit  of  a 
provider's  UFR  that  is  clearly  not  a  voluntary  health  and  welfare 
organization  may  not  meet  the  provider's  report  users  needs.  Many 
organizations  file  with  DPS  because  of  federal  single  audit 
obligations  and  if  it  were  not  for  these  obligations  they  would  file 
only  a  cost  report  with  the  rate  setting  commission  in  that  a 
substantial  portion  their  support  is  derived  from  medicaid  service 
fees.     Other  organizations  may  be  for-profit  business  enterprises.  A 
substantial  number  of  these  other  organizations  need  to  prepare  and 
have  their  financial  statements  audited  in  accordance  with  provisions 
other  than  AVHW  that  have  been  established  in  various  AICPA  audit 
guides  for  the  industry  in  which  they  operate. 

Providers  that  are  clearly  not  voluntary  health  and  welfare 
organizations  by  virtue  of  the  fact  that  they  have  been  organized  and 
incorporated  as  a  college  or  university,  hospital  or  provider  of 
health  care  services  should  file  an  alternate  report. 

Colleges,  universities,  hospitals  and  providers  of  health  care 
services  should  file  an  alternate  report  consisting  of  basic 
financial  statements  audited  in  accordance  with  generally  accepted 
government  auditing  standards  and  presented,  prepared  and  audited 
utilizing  the  accounting  principles,   financial  statement  format  and 
auditing  considerations  prescribed  in  the  appropriate  AICPA  industry 
audit  guide  for  the  industry  in  which  the  provider  operates.  In 
addition,  each  social  service  program  purchased  by  agencies  of  the 
Commonwealth  or  cities  and  towns  must  be  reported  separately  in  the 
UFR  supplemental  schedules.     All  other  revenues  and  expenses 
associated  with  non- social  service  programs  or  activities  of  the 
provider  that  are  not  purchased  by  agencies  of  the  Commonwealth  or 
cities  and  towns  should  be  reported  separately  as  one  program  in  the 
supplemental  schedules  of  the  UFR.     The  total  of  all  program  revenues 
and  expenses  reported  in  the  UFR  supplemental  schedules  must 
reconcile  with  the  appropriate  totals  for  revenues  and  expenses  in 
the  basic  financial  statements.     All  unaudited  supplemental  schedules 
and  information  of  the  UFR  must  be  filed  as  auditor- submitted 
documents  with  appropriate  reference  made  in  the  Auditor's  Report  on 
the  basic  financial  statements  or  in  a  separate  report  under  the  same 
cover.     In  addition,  if  the  provider  is  subject  to  the  single  audit 
provisions  of  OMB  Circular  A- 133,  all  other  auditor's  reports, 
statements  and  schedules  required  by  OMB  Circular  A- 133  must  be 
filed. 

Provider  organizations  other  than  colleges,  universities,  hospitals 
and  providers  of  health  care  services  that  feel  they  may 
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qualify  to  file  an  alternate  report  must  seek  pre-approval  from 
DPS  prior  to  filing.     Provider  organizations  that  believe  they 
should  utilize  the  AICPA  audit  and  accounting  guide  Audits  of 
Certain  Nonprofit  Organizations  for  filing  an  alternate  report 
must  seek  pre-approval  from  DPS  prior  to  filing.  The 
Exceptions/Exemptions  section  of  these  instructions  also 
provides  specific  alternate  report  filing  guidance  for  certain 
providers  that  are  not  discussed  above. 


Audit  Services: 


Procurement  of  Audit  Services 

While  not  an  audit  standard  of  GAGAS  or  a  UFR  filing 
requirement,   it  is  important  that  a  sound  procurement  practice 
be  followed  when  contracting  for  audit  services.     Sound  contract 
award  and  approval  procedures,   including  the  monitoring  of 
contract  performance,  should  be  in  place.     The  objective  and 
scope  of  the  audit  should  be  made  clear.     In  addition  to  price, 
other  factors  to  be  considered  include:     the  responsiveness  of 
the  bidder  to  the  request  for  proposal;  the  past  experience  of 
the  bidder;  availability  of  bidder  staff  with  professional 
qualifications  and  technical  abilities;  and  whether  the  bidder 
organization  participates  in  an  external  quality  control  review 
program.     The  Division  of  Purchased  Services  has  developed 
guidelines  for  the  preparation  of  a  request  for  audit  proposals 
(available  upon  request)   that  have  been  tailored  for  UFR  and  OMB 
Circular  A- 133  audit  procurement. 


Auditor  Responsibility 

The  comprehensive  nature  of  government  auditing  places  on  the 
audit  organization  the  responsibility  for  ensuring  that  the 
audit  is  conducted  by  personnel  who  collectively  have  the 
necessary  skills;  that  independence  is  maintained;  that 
applicable  standards  are  followed  in  conducting  government 
audits;  and  that  the  organization  has  an  appropriate  internal 
quality  control  system  in  place  and  participates  in  an  external 
quality  control  review  program. 


Auditor  Qualifications 

Audits  of  the  UFR  and  audits  conducted  in  accordance  with  the 
audit  provisions  of  OMB  Circular  A- 133  must  be  conducted  by 
Independent  auditors.     Independent  Auditor  means: 

(1)        A  federal,  state,  or  local  government  auditor  who  meets 
the  standards  specified  in  the  Standards  for  Audit  of 
Governmental  Organizations,   Programs,  Activities  and 
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Functions   ("Government  Auditing  Standards"  or  "Yellow 
Book")  promulgated  by  the  Comptroller  General  of  the 
United  States;  or 

(2)        A  public  accountant  who  meets  such  standards.     The  public 
accountants  engaged  to  conduct  audits  must  be:  (a) 
licensed  certified  public  accountants  or  persons  working 
for  a  licensed  certified  public  accounting  firm;  or  (b) 
public  accountants  licensed  on  or  before  December  31, 
1970,  or  persons  working  for  a  public  accounting  firm 
licensed  on  or  before  December  31,  1970. 

Accountants  and  accounting  firms  meeting  these  licensing 
requirements  must  also  comply  with  applicable  provisions  of  the 
public  accountancy  law  and  rules  of  the  jurisdiction (s)  where 
the  audit  is  being  conducted  and  the  jurisdiction (s)   in  which 
they  are  licensed.     Public  accountants  and  accounting  firms 
engaged  to  conduct  audits  in  Massachusetts  must  be  licensed  by 
the  Commonwealth  of  Massachusetts.     The  preliminary  UFR  review 
procedures  employed  by  DPS  include  a  review  for  compliance  with 
the  above  provisions. 


Federal  Single  Audit  OMB  Circular  A- 133: 

Providers  that  are  subject  to  the  UFR  filing  provisions  (as 
noted  in  "Who  Must  File?"  above)  and  receive  in  excess  of 
$25,000  of  federal  funds  in  aggregate  from  agencies  of  the 
Commonwealth  for  the  delivery  of  social  service  programs  are 
subject  to  the  audit  provisions  of  federal  OMB  Circular  A- 133, 
"Audits  of  Institutions  of  Higher  Education  and  Other  Nonprofit 
Organizations."    Organizations  that  are  social  service 
subrecipients  of  the  Commonwealth  because  they  deliver  social 
service  programs,   financed  with  federal  assistance,  are  required 
to  file  an  agencywide  single  audit  or  program- specif ic  audit  in 
accordance  with  the  audit  provisions  of  federal  OMB  Circular 
A-133.     Agencies  of  the  Commonwealth  that  are  recipients  of 
federal  assistance  and  furnish  federal  assistance  for  social 
service  programs  to  providers  are  as  follows: 

Agencies  of  the  Executive  Office  of  Health  and  Human 
Services   (see  list  on  page  87) 

Executive  Office  of  Elder  Affairs 

Executive  Office  of  Communities  and  Development 

Department  of  Corrections 

Department  of  Education 

The  Parole  Board 
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Agencywide  Single  Audit: 

The  basic  financial  statements  of  the  UFR  must  be  utilized  to 
meet  the  single  audit  requirements  of  federal  OMB  Circular  A- 133 
if  the  provider  is  subject  to  such  audit  provisions  because  of 
the  receipt  of  pass -through  federal  assistance  for  social  service 
programs  from  the  Commonwealth. 

Use  of  the  UFR  for  federal,   single  audit  activity  requires  that 
the  audit  meet  the  additional  requirements  of  federal  OMB 
Circular  A-133.     These  requirements  include  a  written  report  on 
compliance  with  laws  and  regulations  that  may  have  a  direct  and 
material  effect  on  each  major  federal  program;  a  report  on  the 
internal  control  structure  that  identifies  internal  controls, 
which  provide  reasonable  assurance  that  federal  awards  are  being 
managed  in  compliance  with  laws  and  regulations;  a  schedule  of 
federal  awards  and  an  auditor's  report  on  the  schedule.  The 
independent  auditor  is  strongly  urged  to  consult  the  AICPA 
Statement  of  Position  92-9  "Audits  of  Not- for- Prof it 
Organizations  Receiving  Federal  Awards"  for  guidance  concerning 
the  reporting  requirements  of  OMB  Circular  A-133  and  combined 
reporting . 


Program- Specif ic  Audit: 

Providers  that  are  exempt  from  filing  the  UFR  but  are  subject  to 
the  program- specif ic  audit  provisions  of  OMB  Circular  A-133  are 
not  required  to  utilize  the  UFR  if  they  elect  to  have  a 
program- specif ic  audit  conducted.     Organizations  that  elect  to 
have  an  OMB  Circular  A-133  agencywide  single  audit  conducted  must 
utilize  the  basic  financial  statements  of  the  UFR. 

Providers  that  are  not  exempt  from  filing  a  UFR  but  are  subject 
to  the  program- specif ic  audit  provisions  of  OMB  Circular  A-133 
must  file  the  UFR  and  meet  any  additional  requirements  associated 
with  the  program- specif ic  audit. 

Program- specif ic  audit  provisions  of  OMB  Circular  A-133  mandate 
that  the  financial  statements  are  prepared  and  the  audit  is 
conducted  in  accordance  with  the  federal  audit  guide  for  the 
specific  program  or  in  accordance  with  procedures  prescribed  by 
the  federal  grantor  agency. 


OMB  Circular  A-133  Audit  Requirements  Based  on  Awards  Received: 

1.  Nonprofit  institutions  that  receive  $100,000  or  more  a 

year  in  Federal  Awards  shall  have  an  audit  made  in 
accordance  with  the  audit  provisions  of  OMB  Circular 
A-133.     However,  nonprofit  institutions  receiving 
$100,000  or  more,  but  receiving  awards  under  only  one 
program,  have  the  option  of  having  an  audit  of  their 
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institution  prepared  in  accordance  with  the  audit 
provisions  of  OMB  Circular  A- 133  or  having  an  audit  made 
of  the  one  program.     For  prior  or  subsequent  years,  when 
an  institution  has  only  loan  guarantees  or  outstanding 
loans  that  were  made  previously,  the  institution  may  be 
required  to  conduct  audits  for  those  programs,  in 
accordance  with  regulations  of  the  Federal  agencies 
providing  those  guarantees  or  loans. 

2.  Nonprofit  institutions  that  receive  at  least  $25,000  but 
less  than  $100,000  a  year  in  Federal  awards  shall  have 
an  audit  made  in  accordance  with  OMB  Circular  A- 133  or 
have  an  audit  made  of  each  Federal  award,   in  accordance 
with  Federal  laws  and  regulations  governing  the  programs 
in  which  they  participate. 

3.  Nonprofit  institutions  receiving  less  than  $25,000  a 
year  in  Federal  awards  are  exempt  from  Federal 
requirements,  but  records  must  be  available  for  review 
by  appropriate  officials  of  the  Federal  grantor  agency 
or  subgranting  entity. 

Providers  should  review  the  payment  box  on  the  cover  page  of 
each  standard  service  contract  for  social  services  to  determine 
if  the  contract  was  federally  funded.     The  contract  may  be 
considered  totally  federally  funded  if  a  Catalog  of  Federal 
Financial  Assistance   (CFDA)  Number  has  been  entered  in  the  box 
without  modifying  language  concerning  match  requirements  being 
included  in  the  box  or  in  a  separate  letter.     Preparers  should 
apply  the  matching  information  provided  in  the  payment  box  or  in 
the  separate  letter  to  the  revenues  received  from  the 
Commonwealth  contract  to  compute  the  total  amount  of  federal 
assistance  provided  by  that  contract. 

Independent  auditors  and  UFR  preparers  are  strongly  urged  to 
consult  and  review  the  President's  Office  of  Management  and 
Budget  OMB  Circular  A- 133  "Audits  of  Institutions  of  Higher 
Education  and  Other  Nonprofit  Institutions",  "President's 
Council  on  Integrity  and  Efficiency  Position  Statement  No.  6 
Questions  and  Answers  on  OMB  Circular  A- 133"  and  the  AICPA 
Statement  of  Position  92-9   (SOP  92-9)    "Audits  of  Not-f or- Prof it 
Organizations  Receiving  Federal  Awards"  prior  to  preparing  or 
auditing  financial  statements  subject  to  the  provisions  of  OMB 
Circular  A- 133 . 


Lotus  UFR  Template  Submission; 

Providers  that  have  been  furnished  with  a  template  by  DPS  must 
return  the  completed  template  together  with  a  paper  copy  of 
the  UFR  to  DPS.     Revised  templates  for  FY  '93  have  been 
developed  for  this  purpose  and  can  be  obtained  by  contacting  the 
Division  of  Purchased  Services. 
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Typed  or  Computer-Generated  Submission: 


The  Uniform  Financial  Statements  and  Independent  Auditor's 
Report  must  be  submitted  in  a  typed  or  computer- generated 
fashion  to  facilitate  the  optical  scanning  of  report  information 
and  for  data  entry  purposes.     Handwritten  documents  will  be 
deemed  not  received  or  improperly  prepared  and  the  document  will 
have  to  be  resubmitted. 


Organizational  Changes; 

Provider  organizations  that  have  changed  names,  merged  or 
consolidated  must  provide  the  Division  of  Purchased  Services 
(DPS)  with  a  copy  of  amended  or  restated  Articles  of 
Organization  prior  to  using  a  new  name  when  filing  the  UFR.  In 
addition,   charitable  organizations  that  vote  to  close  affairs 
must  forward  to  DPS  a  copy  of  the  petition  for  dissolution  that 
has  been  approved  by  the  supreme  judicial  court.  Nonprofit, 
noncharitable  organizations  and  for-profit  organizations  that 
vote  to  close  affairs  must  forward  a  copy  of  notification  from 
the  Office  of  The  Secretary  of  State  of  the  entry  of  a  decree 
for  dissolution  with  the  supreme  judicial  court  or  superior 
court.     Provider  organizations  must  furnish  DPS  with  the 
above-noted  dissolution  documentation  before  a  determination  can 
be  made  that  the  provider  is  no  longer  subject  to  UFR  filing 
requirements . 


When  to  File: 

A  properly  completed  Uniform  Financial  Statements  and 
Independent  Auditor's  Report  or  exemption  documentation  must  be 
submitted  on  or  before  the  15th  day  of  the  fifth  month  after  the 
close  of  the  provider  organization's  fiscal  year.     For  example, 
if  your  fiscal  year  ends  June  30,   the  Report  must  be  filed  on  or 
before  November  15  of  that  year.     The  Division  of  Purchased 
Services  may,   for  cause,  grant  one  extension  of  the  filing 
deadline  upon  written  request  by  the  provider.     Such  requests 
for  an  extension  must  be  received  by  the  Division  prior  to  the 
original  due  date. 


Effective  Date: 

The  6/30/93  version  of  the  Uniform  Financial  Statements  and 
Independent  Auditor's  Report  and  its  instructions  are  effective 
for  agencies  noted  in  the  Who  Must  File?  paragraph  above  that 
have  fiscal  years  ending  on  June  30,   1993  or  prior  to  the  end  of 
the  State  Fiscal  Year  ending  June  30,   1994,  and  for  other 
agencies  receiving  separate  notification  to  file  during  this 
period. 
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Where  to  File: 


A  copy  of  a  properly  prepared  Uniform  Financial  Statements  and 
Independent  Auditor's  Report  or  UFR  cover  page  and  Exemption 
documentation,   in  accordance  with  these  instructions,   should  be 
mailed  or  delivered  to  your  organization's  state  principal 
purchasing  agency  (PPA,   list  of  addresses  attached)   and  the 
original  UFR  and  Lotus  template,   if  provided  by  DPS,  must  be 
filed  with  DPS  at  the  following  address: 

The  Commonwealth  of  Massachusetts 
Executive  Office  for  Administration  and  Finance 
Division  of  Purchased  Services 

Bureau  of  Audit 
One  Ashburton  Place,  Room  1017 
Boston,  Massachusetts  02108 
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Exceptions /Exemptions 


Your  organization  may  be  relieved  of  some  or  all  of  the  filing 
requirements  under  the  following  exemptions: 

(Note  that  certain  of  these  exemptions  as  numbered 
below  may  not  be  available  in  future  years.) 


1.       Filers  of  the  Uniform  Financial  Statements  and  Independent 
Auditor's  Report  must  meet  all  other  federal  and  state 
governmental  reporting  and  filing  requirements  and 
deadlines,  including  those  of  the  Attorney  General's  Public 
Charities  Division.     The  federal  single  audit  provisions  of 
OMB  Circular  A- 133,  as  noted  on  pages  5,   6  and  7  of  this 
document,  apply  to  all  of  the  exceptions  and  exemptions 
noted  below. 


2.       If  your  agency  is  not  a  Chapter  766  school  as  noted  above, 
during  your  organization's  reporting  year,  and  the  agency 
had  gross  revenues  less  than  $100.000  from  all  sources,  it 
need  not  file  the  UFR.     A  completed  cover  page  and  a  copy 
of  an  IRS  990  or  the  Attorney  General's  form  PC  must  be 
submitted  as  evidence  of  exemption. 

This  exemption  does  not  apply  to  providers  that  are 
subject  to  the  single  audit  provisions  of  OMB  Circular 
A- 133  by  virtue  of  the  fact  that  the  agency  has  received 
federal  financial  assistance  for  social  service  programs 
from  the  Commonwealth. 


3.       If  during  your  nonprofit  organization's  reporting  year  the 
agency  had  gross  revenues  equal  to  or  greater  than  $100.000 
but  less  than  $250.000  from  all  sources,  an  accountant's 
report  on  reviewed  financial  statements  prepared  by  an 
independent  auditor  in  accordance  with  AICPA  Statements  on 
Standards  for  Accounting  and  Review  Services,  Nos.  1  and  2, 
is  acceptable  in  lieu  of  an  Independent  Auditor's  Report 
that  expresses  an  opinion  in  accordance  with  generally 
accepted  auditing  standards  and  the  additional  requirements 
of  GAGAS.  The  agency  must  also  submit  under  the  same  cover 
(accountant -submitted)  all  financial  statements  and 
schedules  as  contained  in  the  UFR.     This  provision  does  not 
apply  to  "for-profit"  organizations. 

This  exemption  does  not  apply  to  providers  that  are 
subject  to  the  single  audit  provisions  of  OMB  Circular 
A- 133  by  virtue  of  the  fact  that  the  agency  has  received 
federal  financial  assistance  for  social  service  programs 
from  the  Commonwealth. 
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4.  If  your  organization  is  a  governmental  agency  or  subdivision 
such  as  a  municipality  or  consortium  of  municipalities,  it 
is  exempt  from  filing  the  Report.     A  completed  cover  page 
must  be  submitted  as  evidence  of  exemption.  Governmental 
agencies  that  are  subject  to  the  federal  audit  provisions  of 
OMB  Circular  A- 128  by  virtue  of  the  fact  that  the  agency  has 
received  federal  financial  assistance  for  social  service 
programs  from  the  Commonwealth  must  file  an  audit  conducted 
in  accordance  with  those  audit  provisions. 

5.  If  your  organization  is  a  taxable  "for-profit"  entity  that 
had  gross  revenues  in  excess  of  $100,000  from  all  sources, 
it  must  complete  and  submit  a  cover  page,  financial 
statements  prepared  in  accordance  with  generally  accepted 
accounting  principles   (GAAP)   for  the  industry  it  operates  in 
and  must  be  audited  in  accordance  with  GAGAS.     The  basic 
financial  statements  and  all  unaudited  supplemental 
schedules  and  information  of  the  UFR  must  be  filed  as 
auditor- submitted  documents  with  appropriate  reference  made 
in  the  Auditor's  Report  on  the  basic  financial  statements  or 
in  a  separate  report  under  the  same  cover.     Agencies  with 
gross  revenues  less  than  $100.000  from  all  sources  must 
submit  a  cover  page  and  a  copy  of  their  IRS  tax  return  as 
evidence  of  exemption.     Note:     The  basic  financial 
statements  of  the  UFR  must  not  be  utilized  by  for-profit 
organizations . 

6.  If  your  organization  only  operates  programs  outside 
Massachusetts  and  does  not  serve  Massachusetts  Chapter  766 
clients,  and  the  total  number  of  Massachusetts  clients  in 
each  program  is  less  than  twenty- five  percent   (25%)   of  that 
program's  annual  capacity  as  noted  above,  your  organization 
is  not  required  to  file  this  Report.     A  completed  cover  page 
must  be  submitted  as  evidence  of  exemption. 

This  exemption  does  not  apply  to  providers  that  are  subject 
to  the  single  audit  provisions  of  OMB  Circular  A- 133  by 
virtue  of  the  fact  that  the  agency  has  received  federal 
financial  assistance  for  social  service  programs  from  the 
Commonwealth . 

7.     The  following  exemptions  and  exceptions  apply  only  to 
Chapter  766  approved  schools: 

A.     If  your  organization  is  operating  only  a  Chapter  766 
approved  school  outside  of  the  Commonwealth  and  the 
Commonwealth- funded  students  represent  fewer  than 
twenty- five  percent   (25%)   of  your  total  school 
enrollment  as  noted  above,  your  organization  is  not 
required  to  file  this  Report.     A  completed  cover  page 
must  be  submitted  for  exemption. 


12 


B.     If  your  organization  is  operating  only  a  Chapter  766 
approved  school  outside  of  the  Commonwealth  and 
Commonwealth -funded  students  represent  over  twenty- five 
percent   (25%)  of  your  total  enrollment  as  noted  above, 
a  completed  cover  page  and  financial  statements 
prepared  by  an  independent  auditor  in  accordance  with 
generally  accepted  accounting  principles   (GAAP)  must  be 
submitted  for  exemption. 

This  exemption  does  not  apply  to  providers  that  are 
subject  to  the  single  audit  provisions  of  OMB  Circular 
A- 133  by  virtue  of  the  fact  that  the  agency  has  received 
federal  financial  assistance  for  social  service  programs 
from  the  Commonwealth. 

8.  If  your  organization  is  not  a  Chapter  766  school  and  is 
required  to  file  a  Report  with  any  bureau  of  the  Rate 
Setting  Commission  this  year  which  encompasses  total 
organizational  expenses,  as  noted  above,  your  organization 
is  exempt.     A  completed  cover  and  certification  page 
containing  the  type  of  report  filed  must  be  submitted  as 
evidence  of  exemption.     Qualifying  Rate  Setting  Commission 
Reports  include  the  following: 

A.  Bureau  of  Ambulatory  Care   (Psychiatric  Day  Treatment, 
Home  Health  Agencies,  Mental  Health  Centers, 
Independent  Living,  Adult  Day  Health) 

B.  Hospital  Bureau  (403) 

C.  Bureau  of  Long-Term  Care  (ICFMR-3) 

This  exemption  does  not  apply  to  providers  that  are 
subject  to  the  single  audit  provisions  of  OMB  Circular 
A- 133  by  virtue  of  the  fact  that  the  agency  has  received 
federal  financial  assistance  for  social  service  programs 
from  the  Commonwealth. 

9.  The  following  exemption  applies  to  all  providers,  including 
Chapter  766  approved  schools: 

If  during  your  organization's  reporting  year  the  revenues 
received  from  the  Commonwealth,   cities  and  towns  for  social 
service  programs  was  less  than  $100.000  and  the 
Commonwealth  revenues  represented  less  than  fifty  percent 
(50%)   of  your  organization's  total  gross  revenues  from  all 
sources .  your  organization  is  exempt  from  filing  this 
report.     A  completed  cover  page  and  documentation  to 
support  the  exemption  must  be  submitted.  Acceptable 
documentation  includes  the  following:     Financial  statements 
prepared  and  audited  in  accordance  with  GAAP  and  GAAS  or  an 
accountant's  report  on  reviewed  financial  statements 
prepared  by  an  independent  auditor  in  accordance  with  AICPA 
Statements  on  Standards  for  Accounting  and  Review  Services, 
Nos.  1  and  2,  if  your  agency  meets  the  requirements  of 
exemption  number  three  (3)  above,  which  itemizes  revenue 
from  the  Commonwealth,   or  other  reliable  documentation  such 
as  a  federal  tax  return  or  Form  PC. 
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This  exemption  does  not  apply  to  providers  that  are 
subject  to  the  single  audit  provisions  of  OMB  Circular 
A- 133  by  virtue  of  the  fact  that  the  agency  has  received 
federal  financial  assistance  for  social  service  programs 
from  the  Commonwealth. 


10.     Area  Agencies  on  Aging  that  are  not  a  Home  Care  Corporation 
and  qualify  for  exemption  number  9  above  are  not  required 
to  file  this  Report  for  agency  fiscal  years  ending  at 
anytime  during  calendar  year  1993. 

Homemaker  Organizations  that  do  not  provide  social  services 
directly  to  agencies  of  the  Commonwealth  will  receive 
filing  guidance  at  a  later  date  during  this  filing  year. 
Homemaker  organizations  that  provide  social  services 
directly  to  agencies  of  the  Commonwealth  should  observe  the 
UFR  filing  requirements  contained  in  these  instructions  for 
social  service  providers. 

These  exemptions  do  not  apply  to  providers  that  are 
subject  to  the  single  audit  provisions  of  OMB  Circular 
A- 133  by  virtue  of  the  fact  that  the  agency  has  received 
federal  financial  assistance  for  social  service  programs 
from  the  Commonwealth. 


11.     Nonprofit  and  for-profit  chapters,  affiliates  or 

subsidiaries  that  are  controlled  and  have  interlocking 
operations  and  finances  with  a  national  organization  may 
submit  consolidated  basic  financial  statements  prepared  and 
audited  in  accordance  with  GAAP  and  GAAS .     The  basic 
financial  statements  must  be  filed  with  all  unaudited 
supplemental  schedules  and  information  of  the  UFR  for  the 
chapter  or  affiliate  organization  as  auditor- submitted 
documents  with  appropriate  reference  made  in  the  Auditor's 
Report  on  the  basic  financial  statements  or  in  a  separate 
report  under  the  same  cover. 

This  exemption  does  not  apply  to  providers  that  are 
subject  to  the  single  audit  provisions  of  OMB  Circular 
A- 133  by  virtue  of  the  fact  that  the  agency  has  received 
federal  financial  assistance  for  social  service  programs 
from  the  Commonwealth. 


12.     Providers,  other  than  chapters  or  affiliates  of  national 
organizations,  which  are  affiliated  and  controlled  or 
control  other  organizations,  must  file  consolidated  basic 
financial  statements  prepared  and  audited  in  accordance 
with  GAGAS  and  unaudited  supplemental  schedules  and 
information  of  the  UFR  for  the  chapter  or  affiliate 
organization  as  auditor- submitted  documents  with 
appropriate  reference  made  in  the  Auditor's  Report  on  the 
basic  financial  statements  or  in  a  separate  report  under 
the  same  cover.     The  UFR  must  be  utilized  for  filing  of 
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consolidated  basic  financial  statements  by  all  filers, 
except  as  noted  above  in  11,  and  for  for-profit 
organizations . 

Consolidated  financial  statements  must  be  filed  if  all  of 
the  other  organizations  that  your  agency  controls,   or  is 
controlled  by,  hold  a  similar  tax  status   (nonprofit  or 
for-profit)  and  are  organized  for  the  same  or  similar 
purposes  and  if  any  of  the  following  conditions  exist: 

A.  Your  agency  joins  with  any  other  organization  in  the 
registration  or  annual  filing  with  any  regulatory  body 
or  the  Internal  Revenue  Service; 

B.  your  organization  is  not  independently  controlled  by 
its  own  elected  board  or  there  is  a  requirement  for 
expenses  to  be  approved  by  other  organizations; 

C.  expenses  of  your  organization  are  arbitrarily  paid  by 
other  organizations  and  excluded  from  your  accounts,  or 
expenses  of  other  organizations  are  arbitrarily  paid  by 
your  organization  and  excluded  from  the  other 
organization  accounts. 

Note:     See  Chapter  7,    Associated  Organizations, 
Independently  Governed  and  Consolidated  or  Combined 
Affiliates  sections,  pages  34  and  35  of  the  AICPA  Industry 
Audit  Guide  Audits  of  Volnnt-aTy  Health  and  Welfare 
Oraani zat ions  for  further  guidance. 


If  your  organization's  fiscal  year  has  changed  during  this 
filing  period,  your  organization  is  exempt  from  filing  as 
follows : 

o      The  basic  financial  statements  of  the  UFR  may  be  filed 
for  the  financial  activity  that  occurred  during  the 
period  of  less  than  twelve  months  between  the  end  of 
the  old  fiscal  year  and  the  beginning  of  the  new  fiscal 
year. 

o      An  accountant's  report  on  reviewed  UFR  basic  financial 
statements  prepared  by  an  independent  auditor  in 
accordance  with  AICPA  Statements  on  Standards  for 
Accounting  and  Review  Services,  Nos.  1  and  2,  is 
acceptable  in  lieu  of  an  Independent  Auditor's  Report 
that  expresses  an  opinion  in  accordance  with  generally 
accepted  auditing  standards  and  the  additional 
requirements  of  GAGAS.     The  agency  must  also  submit  all 
unaudited  supplemental  schedules  and  information  of  the 
UFR  as  auditor- submitted  documents  with  appropriate 
reference  made  in  the  Accountant 1 s  Report  on  the  basic 
financial  statements  or  in  a  separate  report  under  the 
same  cover. 
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This  exemption  does  not  apply  to  providers  that  are 
subject  to  the  single  audit  provisions  of  OMB  Circular 
A- 133  by  virtue  of  the  fact  that  the  agency  has  received 
federal  financial  assistance  for  social  service  programs 
from  the  Commonwealth. 


14.     If  this  is  your  organization's  first  year  of  contracting 

with  the  Commonwealth,  and  a  full  fiscal  year  of  financial 
activity  has  not  occurred  during  this  filing  period,  your 
organization  is  exempt  from  filing  as  follows: 

o      The  basic  financial  statements  of  the  UFR  may  be  filed 
for  the  financial  activity  that  occurred  during  the 
period  of  less  than  twelve  months  between  the  time  your 
organization  began  contracting  with  the  Commonwealth 
during  this  filing  year  and  the  end  of  your  fiscal 
year. 

o      An  accountant's  report  on  reviewed  UFR  basic  financial 
statements  prepared  by  an  independent  auditor  in 
accordance  with  AICPA  Statements  on  Standards  for 
Accounting  and  Review  Services,  Nos .   1  and  2,  is 
acceptable  in  lieu  of  an  Independent  Auditor's  Report 
that  expresses  an  opinion  in  accordance  with  generally 
accepted  auditing  standards  and  the  additional 
requirements  of  GAGAS.     The  agency  must  also  submit  all 
unaudited  supplemental  schedules  and  information  of  the 
UFR  as  auditor- submitted  documents  with  appropriate 
reference  made  in  the  Accountant's  Report  on  the  basic 
financial  statements  or  in  a  separate  report  under  the 
same  cover . 

This  exemption  does  not  apply  to  providers  that  are 
subject  to  the  single  audit  provisions  of  OMB  Circular 
A- 133  by  virtue  of  the  fact  that  the  agency  has  received 
federal  financial  assistance  for  social  service  programs 
from  the  Commonwealth. 
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KEY  CONCEPT 


RESPONSIBILITIES  OF  INDEPENDENT  AUDITOR  AND  MANAGEMENT 
FOR  THE  ORGANIZATION'S  FINANCIAL  STATEMENT 


The  American  Institute  of  Certified  Public  Accountants  has  issued 
various  statements  on  auditing  standards   (SAS)  which  clarify  the 
responsibilities  of  the  auditor  and  the  management  of  the 
organization  for  the  financial  statements.     These  statements 
include  SAS  No.  26;  SAS  No.  29;  SAS  No.   32;  SAS  No.   35  and  SAS 
No.  58. 

Financial  statements  of  most  tax-exempt  provider  entities  are 
composed  of  basic  financial  statements  and  supplemental  financial 
statements,   schedules  and  information. 

Some  financial  statements  and  information  are  subject  to  the 
auditor's  examination  and  expression  of  opinion  and  others  are 
not,  as  follow: 

o      Basic  financial  statements  for  tax-exempt  provider 

organizations  which  are  subject  to  the  expression  of  the 
auditor's  opinion  are  listed  in  the  first  paragraph  of 
the  Independent  Auditor's  Report.     These  basic  financial 
statements  generally  consist  of  the  balance  sheet, 
statements  of  revenues,  expenses  and  changes  in  fund 
balances,  and  functional  expenses. 

o      Other  presentations  that  are  identified  as  being  part  of 
the  basic  financial  statements  are  subject  to  the 
expression  of  the  auditor's  opinion.  These 
presentations,   offered  in  conjunction  with  the  basic 
financial  statements,  include  descriptions  of  accounting 
policies,  notes  to  financial  statements,  and  schedules 
and  explanatory  material. 

o    The  auditor  has  no  obligation  to  apply  auditing  procedures 
to  supplemental  financial  statements,  schedules,  and 
information  accompanying  the  basic  financial  statements 
which  the  auditor  is  not  engaged  to  report  on.  The 
auditor's  responsibility  with  respect  to  other  information 
in  a  document  does  not  extend  beyond  the  financial  state- 
ments identified  in  his/her  report,  and  the  auditor  has  no 
obligation  to  perform  procedures  to  corroborate  other 
information  contained  in  a  document.     However,  the  auditor 
may  choose  to  modify  or  redirect  certain  of  the  procedures 
to  be  applied  in  the  audit  of  the  basic  financial 
statements  so  that  he/she  may  express  an  opinion  on  the 
accompanying  information. 
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Management  responsibilities  for  the  financial  statements  are  as 


follow: 


o    Although  the  auditor  may  participate  in  the  preparation 
of  financial  statements,  the  statements  are 
representations  of  management,  and  the  fairness  of  the 
financial  statements'  presentation  in  conformity  with 
generally  accepted  accounting  principles   (GAAP)  is 
management's  responsibility.     In  summary,  management  is 
responsible  for  the  preparation  and  fairness  of  all  the 
financial  statements,  notes  to  financial  statements 
and  schedules. 


The  auditor's  responsibilities  for  the  financial  statements  are 
as  follow: 

o    The  auditor's  responsibility  is  to  audit  and  express  an 
opinion  on  certain  of  the  basic  financial  statements  that 
are  considered  necessary  for  presentation  of  financial 
position  and  the  results  of  operations  and  changes  in 
fund  balances  in  conformity  with  GAAP. 

o    If  management  omits  from  the  financial  statements, 
including  the  accompanying  notes,   information  that  is 
required  by  generally  accepted  accounting  principles,  the 
auditor  should  express  a  qualified  or  an  adverse  opinion 
and  should  provide  information  in  his/her  report,  if 
practicable,  unless  its  omission  from  the  auditor's 
report  is  recognized  as  appropriate  by  a  specific  SAS. 
In  this  context,  practicable  means  that  the  information 
is  reasonably  obtainable  from  management's  accounts  and 
records,  and  the  providing  of  the  information  in  his/her 
report  does  not  require  the  auditor  to  assume  the 
position  of  a  preparer  of  the  financial  information. 

o    When  an  auditor  submits  a  document  containing  audited 
financial  statements  to  his/her  client  or  others,  he/she 
has  a  responsibility  to  report  on  all  the  information 
included  in  the  document.     The  auditor's  responsibility 
with  respect  to  information  in  a  document  does  not  extend 
beyond  the  financial  information  identified  in  his/her 
auditor's  report,  which  usually  includes  supplemental 
financial  statements,   schedules  and  information. 
However,  he/she  should  read  the  other  information  and 
consider  whether  such  information  or  the  manner  of  its 
presentation  is  materially  inconsistent  with  information, 
or  the  manner  of  its  presentation,  appearing  in  the  basic 
financial  statements. 
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If  the  auditor  concludes,  on  the  basis  of  facts  known  to 
him,  that  any  accompanying  information  is  materially 
misstated  in  relation  to  the  basic  financial  statements 
taken  as  a  whole,  he/she  should  discuss  the  matter  with 
the  client  and  propose  appropriate  revision  of  the 
accompanying  information.     If  the  client  will  not  agree 
to  a  revision  of  the  accompanying  information,  the 
auditor  should  either  modify  his  report,  describe  the 
misstatement  or  refuse  to  include  the  information  or  the 
use  of  his  auditor's  report  in  the  document,  or  withdraw 
from  the  engagement,  depending  on  the  particular 
circumstances  and  the  significance  of  the  inconsistency 
in  the  other  information. 

Additional  general  advise  to  the  independent  auditor  appears  in 
the  auditing  guidelines'  section. 
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PROGRAM  SERVICE 


A  program  is  the  integrated  and  coordinated  delivery  of  a  mix  of 
services  designed  to  assist  clients  in  achieving  a  common 
objective,  alleviate  a  common  problem  or  meet  a  common  need. 
For  instance,  a  mental  retardation  program  for  supported 
employment  that  is  designed  to  help  clients  obtain  employment 
may  consist  of  counseling  services,  case  management  services, 
certain  job  search  activities  and  medical  services.     In  order  to 
properly  complete  the  Report,   it  is  essential  that  the  preparer 
understand  that  program  cost  information  is  used  to  develop 
program  prices. 

A  common  error  in  preparing  this  form  is  to  separately  report 
the  costs  associated  with  each  contract  rather  than  the  costs 
associated  with  each  program.     Reporting  contract  costs  is 
correct  only  when  the  program  budget  documents  of  the  negotiated 
unit  rate  or  cost  reimbursement  contract  clearly  indicates  that 
all  contract  program  costs  will  be  defrayed  by  funding  derived 
from  the  following: 

A  single  Commonwealth  purchasing  agency; 

Budget  offsets;  and  by 

private  purchasers; 

and  that  the  sole  Commonwealth  purchasing  agency  and  the  other 
private  purchasers  will  purchase  the  program's  entire  capacity. 

Program  budget  offsets  are  derived  from  the  provider's 
unrestricted  or  restricted  funds,  payments  from  state  purchasing 
agencies  and  medicaid  for  services  purchased  using  the  Rate 
Setting  Commission's  established  medicaid  eligible  class  rates 
and  revenues  from  private  sources  such  as  the  United  Way. 
Negotiated  unit  rate  and  cost  reimbursement  contracts  may  not  be 
used  for  program  budget  offsets. 

Frequently,  however,   several  Commonwealth  and  private  purchasers 
will  acquire  the  services  of  a  single  program  (each  contract  may 
have  different  maximum  obligations  but  they  will  all  utilize  the 
same  attachment  B  program  budget  and  will  have  identical  unit 
rates)   through  separate  contracts   (program  budget  may  have  class 
rate  offsets)   that  are  all  assigned  the  same  program  number.  A 
program  budget  may  never  be  supported  by  funding  derived  from 
multiple  cost  reimbursement  contracts  or  a  combination  of 
negotiated  unit  rate  contracts  and  cost  reimbursement 
contracts.     Each  program  budget  that  has  multiple  contracts 
associated  with  it  is  assigned  a  program  number  by  the  provider 
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that  appears  on  the  service  contract  cover  page  and  the 
attachment  B  program  budget.     The  same  program  number  that  has 
been  assigned  by  the  provider  on  these  separate  documents  must 
be  utilized  for  reporting  program  activity  in  the  UFR. 

Another  common  error  is  to  report  the  costs  associated  with 
broad  program  categories  that  sometimes  have  the  same  MMARS 
program  code  -  such  as  all  residential  services,  all  mental 
health  services  or  all  sheltered  workshop  services  -  as  a  single 
amount  rather  than  distinguishing  the  individually  purchased  and 
priced  programs  that  have  separate  program  numbers  and  rates 
assigned  to  their  respective  service  contracts  covering  these 
broad  categories.     These  programs  often  require  a  different  mix 
of  services  to  accommodate  client  needs   (clients  located  in 
urban  areas  may  need  to  learn  how  to  use  public  transportation) 
because  they  are  operated  in  different  regions  of  the 
Commonwealth. 

In  the  case  of  programs  purchased  by  the  Executive  Office  of 
Health  and  Human  Services   (EOHHS)   or  any  of  its 
agencies/departments,   the  identification  of  programs  is 
simplified  by  the  attachment  to  the  instructions,  which  lists 
each  type  of  program  purchased  by  EOHHS  agencies  and 
corresponding  MMARS  program  codes . 
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FULL -TIME  EQUIVALENTS  (FTEs) 


FTEs  are  a  method  of  measuring  the  amount  of  time  that  a 
part-time  employee  works  in  terms  of  a  full-time  equivalent 
holding  a  comparable  job.     If  4  0  hours  a  week  defines  a  full 
week,  then  40  hours  of  combined  part-time  work  for  a  given 
position  is  1.00  FTE  and  20  hours  is  .5  FTE. 

FTEs  should  be  reported  in  annual  terms  so  that  a  full-time 
person  hired  at  midyear  would  be  recorded  as  .5  FTE.     Of  course, 
you  may  have  a  person  working  less  than  1.00  FTE  on  an  annual 
basis.     If  an  employee's  work  crosses  two  or  more  job  categories 
within  one  program/cost  center  (i.e.,  supervision  and  direct 
care) ,   reported  FTE  time  should  be  split  accordingly.     In  either 
case,   FTEs  and  wages  must  reconcile  so  that  an  employee  reported 
as  working  .65  FTE  (26  hours)  shows  a  salary  of  sixty- five 
percent   (65%)   of  a  full-time  annual  salary. 

Required  FTE  Reporting  By  Program.     FTEs  for  total  Agency  and 
Support  Services   (Administration,   Fund-raising  and  Non  Program) 
columns  must  be  reported  on  Supplemental  Employee  Schedule  C. 
Reporting  of  FTEs  for  program  columns  is  optional  for  all 
providers  except  as  noted.     FTEs  must  be  reported  for  all 
Chapter  766  rate  programs.     Reporting  of  FTEs  for  all  other 
programs  is  not  required  but  is  recommended  when  FTE  information 
is  readily  available  from  payroll  records. 


SERVICE  UNIT 


The  service  unit  is  the  standard,  measurable  unit  of  program 
activity  or  performance  determined  by  the  purchasing 
governmental  unit  in  programs  from  which  the  Commonwealth 
purchases  services.     The  service  unit  may  be  a  time  unit,  as  in 
the  case  of  an  hour  of  counseling  or  a  residential  day;  or  the 
completion  of  a  prescribed  procedure  such  as  a  client  evaluation 
or  any  other  measurable  unit  of  service.     The  reservation  of  all 
or  a  portion  of  a  program's  operational  capacity  for 
governmental  unit's  exclusive  use,  whether  or  not  the  capacity 
is  in  fact  utilized,  may  constitute  a  unit  of  service.     Not  all 
programs  have  a  single  product,  however.     Methadone  maintenance 
programs,   for  example,  provide  two  services:  one  is  the 
distribution  of  methadone,  the  other  is  a  counseling  hour. 
There  are,  consequently,  two  service  unit  types  and  two  cost 
centers.     Generally,  however,  a  program  will  produce  a  single 
product  or  service  unit. 

A  program/cost  center  may  have  service  units  even  though  it  is 
purchased  on  a  cost  reimbursement  basis.     In  such  a  case,  the 
units  of  service  must  be  reported. 
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INSTRUCTIONS  TO  THE  PREPARER 


GENERAL  INSTRUCTIONS 


1.  Please  read  all  instructions  carefully,   including  the 
Account  Definitions  and  the  Program  Components  appendix, 
before  preparing  the  report. 

2.  All  entries  must  be  typewritten  or  computer -generated. 

3.  Enter  the  provider  organization's  legal  name,  Massachusetts 
Vendor  Code  Number  (Federal  Employer  Identification  Number 
(FEIN)  plus  additional  numbers),  Attorney  General's  Public 
Charities  Account  Number  and  date  of  fiscal  year  end  where 
indicated  at  the  top  of  each  page  (see  Instructions  to  the 
Cover  Page  for  further  information) . 

4.  The  basic  financial  statements  must  be  completed  in 
accordance  with  generally  accepted  accounting  principles 
(GAAP) ,   including  the  accrual  basis   (not  cash  basis)  of 
accounting.     Supplemental  schedules  must  also  be  completed 
in  accordance  with  (GAAP)  except  where  a  more  restrictive 
accounting  treatment  is  specifically  required  by  the 
Account  Definitions. 

5.  The  preparer  should  complete  only  those  schedules,  columns 
and  line  items  which  are  applicable.     For  example,  a 
provider  organization  which  is  not  required  to  maintain  a 
fund  accounting  system  and  which  has  no  restricted  funds  to 
report,  needs  to  complete  only  the  All  Funds  columns  on  the 
Balance  Sheet  and  the  Statement  of  Revenues,  Expenses  and 
Changes  in  Fund  Balances.     Similarly,  a  provider 
organization  which  does  not  provide  client  transportation 
need  not  complete  line  19  on  the  supplemental  expense 
schedule.     Please  write  "N.A. "  if  a  schedule,   column  or 
line  is  not  applicable  to  the  provider  organization. 

6.  All  amounts  should  be  shown  in  WHOLE  dollars,   rounded  to 
the  nearest  dollar. 

7.  All  subtotals  and  totals  must  be  calculated  and  entered 
(See  FTE  exception  in  Key  Concepts  section) .     Note  that  on 
some  statements/schedules,  the  individual  items,  subtotals 
and  totals  are  all  entered  in  the  same  column.     Where  this 
is  the  case,  care  must  be  taken  not  to  double  count. 

8.  Brackets,    (  ),  indicate  negative  amounts  or  subtraction. 

9.  XXXXXXXX  indicate  that  no  amounts  should  be  entered. 
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10.  Asterisks,    (*)  ,   indicate  amounts  which  must  reconcile  with  the 
same  item  appearing  on  another  statement/schedule. 

11.  Items  marked  by  a  t  must  reconcile  to  amounts  with  the  same 
account  title  on  the  Statement  of  Functional  Expenses'  Totals 
column. 

12.  Program  numbers  entered  on  the  individual  statements/schedules 
must  coincide  with  the  program  numbers  entered  on  the  cover  page 
and  with  contract  program  numbers  on  contracts. 

13.  Where  information  is  sought  for  specific  programs  and  the  form 
does  not  provide  enough  columns  to  enter  information  for  all  the 
provider  organization's  programs,  additional  copies  of  the  form 
should  be  photocopied,  numbered  consecutively  in  the  upper  right 
hand  corner  and  attached. 

14.  All  attachments  should  be  clearly  marked  to  indicate  the 
schedule,   column  and  line  item  to  which  they  refer. 

15.  Preparers  are  encouraged  to  footnote  or  add  information  to  the 
Notes  to  the  Financial  Statements  for  activities  or  transactions 
needing  more  explanation  or  detail  for  presentation  purposes. 

16.  Whenever  the  term  "OTHER"  is  used,   the  preparer  should  list 
separately,   in  the  space  provided  or  in  an  attachment,  the  amount 
and  brief  description  of  all  items  which  are  material  in  relation 
to  the  financial  statement. 

17.  The  independent  auditor  reports  should  be  completed  only  by  the 
independent  auditor.     Separate  guidance  for  independent  auditors 
is  provided  in  the  auditing  guidelines'  section. 

18.  Generally,  it  is  easier  to  complete  the  Report  and  avoid  errors 
in  reconciling  schedules/statements  by  starting,  after  the 
numbers  are  finalized  by  the  independent  auditor,  with  the  cover 
page,  then  the  supplemental  schedules  and  finally  the  financial 
statements . 

19 .  Independent  auditors  are  strongly  encouraged  to  review  the 
guidance  and  publications  noted  in  the  auditing  guidelines' 
section  of  these  instructions  prior  to  beginning  the  audit. 

20.  Retain  a  copy  of  the  completed  form  for  your  files. 

21.  Questions  concerning  the  proper  completion  of  the  Report  may  be 
addressed  to  the  attention  of  the  Bureau  of  Audit  at  the 
following  address: 

The  Commonwealth  of  Massachusetts 
Executive  Office  for  Administration  and  Finance 
Division  of  Purchased  Services 

Bureau  of  Audit 
One  Ashburton  Place,  Room  1017 
Boston,  Massachusetts  02108 
Phone:      (617)  727-7500 
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OVERVIEW  OP  THE  REPORT 
AND 

PAGE -BY -PAGE  INSTRUCTIONS 


COVER  PAGE 

The  cover  page  is  completed  by  the  operating  agency  and  captures 
basic  identifying  information  about  the  provider  and  its 
programs,  such  as:  reporting  year,  corporation  name,  address, 
Commonwealth  vendor  code  number,  MMARS  program  code  found  on 
each  service  contract  and  Organization  Type  Code:  C. 
Corporation,  T.  Trust,  U.  Unincorporated  Association,  P. 
Partnership,  S.  Sole  Proprietorship,  etc. 

Report  for  the  Fiscal  Year  Ended.     In  the  space  provided,  enter 
the  closing  date  of  the  agency's  fiscal  year  for  which  this 
Report  is  prepared. 

Disc  Filed.     Indicates  if  in  addition  to  the  paper  copy  of  the 
Uniform  Financial  Statements  and  Independent  Auditor's  Report  a 
Lotus  disc  was  filed  using  the  free  Lotus  template  provided  by 
DPS. 

Provider  Organization.     Enter  the  name  of  the  provider 
organization  as  it  appears  in  the  Articles  of  Organization  or 
IRS  form  941/941E. 

Doing  Business  As.     If  the  provider  organization  conducts  its 
business  using  a  name  other  than  the  legal  name  given  above,  or 
is  commonly  known  by  a  name  other  than  the  name  given  above, 
also  enter  the  "doing  business  as"  or  "d/b/a"  name.  Program 
name  should  not  be  entered  here. 

Business  Address.     The  address  of  the  provider  organization's 
administrative  offices. 

Contact .     The  person  preparing  the  report,  or  the  person  who  may 
be  contacted  if  questions  arise  regarding  the  report.  Include 
the  person's  title  and  phone  number. 

CPA.     Name  of  public  accounting  firm  engaged  to  assist  in  the 
preparation  and/or  audit  or  review  the  Uniform  Financial 
Statements  and  Independent  Auditor's  Report. 

Management  Company  Name.     Name  of  management  company  engaged  to 
prepare  the  Uniform  Financial  Statements   (Basic  and  Supplemental 
Financial  Statements  and  Schedules)   or  retained  to  perform 
administrative  functions  of  the  provider  organization. 
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Organization  Type  Code. 


Corporation  -  C 
Trust  -  T 

Unincorporated  Association  -  U 
Partnership  -  P 
Sole  Proprietor  -  S 
Other  -  0 

If  Other.   Enter  Type.  Self-explanatory. 

Date  of  Org./Incorp.     Date  organization  was  established  or 
Incorporated  (MM/DD/YY) . 

Federal  Income  Tax  Exemption?  Has  the  organization  received  a 
written  exemption  from  federal  income  tax?  If  under  a  section 
other  than  501   (c)    (3) ,  enter  IRS  section  number. 

Has  this  Report  been  audited?    Except  as  provided  in  the 
Exceptions/Exemptions  section,  all  basic  financial  statements 
must  be  subject  to  an  independent  audit. 

Except ion /Exempt ions .     If  an  exemption  or  exception  is 
applicable,  other  than  number  1,  enter  the  number  of  the 
paragraph  of  the  Exceptions/Exemptions  section  of  these 
Instructions  under  which  an  exemption  is  to  be  granted  (e.g., 
Enter  "3"  for  gross  revenues  between  $100,000  and  $250,000). 
For  exemptions  under  any  subparagraph,  also  enter  subparagraph 
letter  (e.g.,   8a,   8b,  etc.) 

Principal  Purchasing  Agency  Name.     All  provider  organizations 
that  contract  with  the  Executive  Office  of  Health  and  Human 
Services   (EOHHS) ,   Executive  Office  of  Elder  Affairs   (EOEA) , 
Department  of  Education  (DOE) ,  Parole  Board,  Department  of 
Corrections   (DOC) ,   City,  Town,   or  any  of  the  EOHHS  agencies  (see 
Supplemental  Schedule  A  of  the  Report  for  a  listing)   have  been 
assigned  to  a  single  EOHHS  agency  EOEA,  DOE,   the  Parole  Board, 
the  Department  of  Corrections,  City,  or  Town  for  prequalifi- 
cation  to  contract  or  audit  resolution.     If  your  assigned 
principal  purchasing  agency  (PPA)   is  not  known  and  you  contract 
with  an  EOHHS  agency,   contact  EOHHS'  Office  of  Purchased 
Services,   727-7600.     If  your  organization  did  not  provide 
services  to  an  EOHHS  agency,  contact  EOEA,  the  Parole  Board,  the 
Department  of  Corrections  or  DOE. 

Program  Information.     For  each  program  (as  defined  in  Key 
Concepts)  operated  by  your  organization,  enter  in  the  space 
provided  a  sequential  number,  name  by  which  the  program  is 
commonly  known,  address (es)  at  which  the  program  is  conducted, 
the  type  of  program  or  brief  description,  and,   in  the  case  of 
programs  purchased  by  the  Executive  Office  of  Health  and  Human 
Services  or  any  of  its  departments  and/or  agencies,   the  MMARS 
program  code  found  on  each  Service  contract.     A  current 
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listing  of  MMARS  program  codes  is  included  as  an  attachment  to 
these  instructions.     If  a  program's  services  are  purchased  by 
more  than  one  EOHHS  department /agency ,   include  all  applicable 
codes .     Programs  with  more  than  one  cost  center  should  be 
numbered  la,   lb,  etc.     Refer  to  General  Instructions, 
subparagraph  12  note  on  program  numbering. 

A  FOLLY  COMPLETED  COVER  PAGE  IS  REQUIRED  FOR  ALL  EXEMPTIONS 


SEE  KEY  CONCEPTS  FOR  IN-DEPTH  INFORMATION  CONCERNING 
INDEPENDENT  AUDITOR  AND  MANAGEMENT 
FINANCIAL  STATEMENT  RESPONSIBILITIES 

INDEPENDENT  AUDITOR'S  REPORT  ON  THE  FINANCIAL  STATEMENTS 


The  independent  auditor  must  prepare  this  report,  which  either 
contains  an  expression  of  opinion  regarding  the  financial 
statements,  taken  as  a  whole,  or  an  assertion  to  the  effect  that 
an  opinion  cannot  be  expressed.     When  an  overall  opinion  cannot 
be  expressed,  the  reasons  therefore  should  be  stated.     The  report 
should  contain  a  clear-cut  indication  of  the  character  of  the 
auditor's  work  and  the  degree  of  responsibility  the  auditor  is 
taking . 

Note:  The  first  supplemental  reporting  standard  for 

government  financial  audits  of  GAGAS  requires  that  a 
statement  be  included  in  the  auditor's  report  that  the 
audit  was  made  in  accordance  with  generally  accepted 
government  auditing  standards. 

TO  BE  COMPLETED  BY  THE  INDEPENDENT  AUDITOR 

Before  rendering  an  opinion  on  the  financial  statements,  the 
independent  auditor  should  consult  the  Account  Definitions' 
section  of  these  instructions  and  the  Program  Components' 
appendix.     In  some  cases,  accounts  have  been  defined  more 
narrowly  than  GAAP  accounting  principles  would  require  for 
commercial  organizations. 

The  audit  must  be  conducted  in  accordance  with  Generally  Accepted 
Government  Auditing  Standards   (GAGAS) ,  which  incorporates  the 
AICPA  standards  for  field  work  and  reporting,  and  includes  the 
additional  standards  for  financial  audits  set  forth  in  the 
Comptroller  General  of  the  United  States'  Government  Auditing 
Standards  -  Standards  for  Audit  of  Governmental  Organizations. 
Programs.  Activities  and  Functions.    (1988  Revision) ,  also  known 
as  the  "Yellow  Book"    (GAGAS) .     Also,   the  AICPA  standards  require 
that  public  accountants  state  that  the  audit  was  made  in 
accordance  with  generally  accepted  auditing  standards.  The 
independent  auditor  should  consult  and  follow  the  guidance  of 
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the  AICPA  industry  audit  guide,  Audits  of  Voluntary  Health  and 
Welfare  Organizations   (AVHW)   in  examining  and  reporting  on 
financial  statements  of  tax-exempt  Provider  organizations  which 
receive  funding  from  the  Commonwealth  under  purchase -of -service 
contracts   (POSCs)   or  cooperative  funding  agreements   (CPAs) .  The 
general  conditions  of  these  contracts  and  agreements  require 
that  the  tax-exempt  provider  organization's  financial  statements 
are  examined  and  reported  upon  in  accordance  with  the 
recommendations  of  this  audit  guide.     The  auditor's  standard 
report  must  be  addressed  to  the  board  of  directors  of  the 
provider  organization  whose  financial  statements  are  being 
audited.     The  form  of  the  auditor's  report  for  an  audit 
conducted  in  accordance  with  GAGAS  on  the  financial  statements 
(unqualified  opinion)   and  Accountant's  Review  Report  is  as 
follows : 


SAMPLE 


Independent  Auditor ' s  Report  on  the  Financial  Statements 

We  have  audited  the  accompanying  balance  sheet  of  X  Company  (a 
Massachusetts  corporation,  not-for-profit)   as  of  June  30,  199X 
and  the  related  statements  of  support,   revenues,   expenses  and 
changes  in  fund  balances,  and  of  functional  expenses  for  the 
year  then  ended.  These  financial  statements  are  the 
responsibility  of  X  Company's  management.     Our  responsibility  is 
to  express  an  opinion  on  these  financial  statements  based  on  our 
audits . 

We  conducted  our  audits  in  accordance  with  generally  accepted 
auditing  standards  and  Government  Auditing  Standards,   issued  by 
the  Comptroller  General  of  the  United  States.     Those  standards 
require  that  we  plan  and  perform  the  audit  to  obtain  reasonable 
assurance  about  whether  the  financial  statements  are  free  of 
material  misstatement.     An  audit  includes  examining,   on  a  test 
basis,   evidence  supporting  the  amounts  and  disclosures  in  the 
financial  statements.     An  audit  also  includes  assessing  the 
accounting  principles  used  and  significant  estimates  made  by 
management,  as  well  as  evaluating  the  overall  financial 
statement  presentation.     We  believe  that  our  audit  provides  a 
reasonable  basis  for  our  opinion. 

In  our  opinion,   the  financial  statements  referred  to  above 
present  fairly,   in  all  material  respects,   the  financial  position 
of  X  Company  as  of  June  30,   199X,  and  the  results  of  its 
operations  and  changes  in  fund  balances  for  the  year  then  ended, 
in  conformity  with  generally  accepted  accounting  principles. 

Our  audits  were  made  for  the  purpose  of  forming  an  opinion  on 
the  basic  financial  statements  taken  as  a  whole.  The 
supplementary  information  included  in  Schedules  A,  B,   C,  D  and 
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B-l  is  presented  solely  for  purposes  of  additional  analysis  and 
is  not  a  required  part  of  the  basic  financial  statements.  Such 
information  is  the  representation  of  X  Company's  management  and 
has  not  been  subjected  to  the  auditing  procedures  applied  in  the 
audit  of  the  basic  financial  statements,  and,  accordingly,  we  do 
not  express  an  opinion  on  it. 


[Signature] 


[Date] 


Note:  Independent  auditors  should  consult  the  "Yellow  Book" 

and  the  publications  listed  in  the  auditing 
guidelines'  section  of  these  instructions  prior  to 
conducting  the  audit  and  reporting  on  internal 
controls.     DPS  strongly  encourages  independent 
auditors  to  consult  the  AICPA  Statement  of  Position 
92-9  "Audits  of  Not-f or- Prof it  Organizations  Receiving 
Federal  Awards"  prior  to  conducting  and  reporting  on  a 
single  audit  performed  in  accordance  with  OMB  Circular 
A- 133. 


Note:  The  first  supplemental  reporting  standard  for 

government  financial  audits  of  GAGAS  requires  that  a 
statement  be  included  in  the  auditor's  report  that  the 
audit  was  made  in  accordance  with  generally  accepted 
government  auditing  standards.     AICPA  standards 
require  that  public  accountants  state  that  the  audit 
was  made  in  accordance  with  generally  accepted 
auditing  standards.     In  conducting  government  audits, 
public  accountants  should  also  state  that  their  audit 
was  conducted  in  accordance  the  standards  set  forth  in 
chapters  3,  4,  and  5  of  the  Government  Auditing 
Standards . 


SAMPLE 


Accountant ' s  Review  Report 

We  have  reviewed  the  accompanying  balance  sheet  of  X  Company  as 
of  June  30,   199X,  and  the  related  statements  of  revenues, 
expenses  and  changes  in  fund  balances,  and  functional  expenses 
for  the  year  then  ended  in  accordance  with  standards  established 
by  the  American  Institute  of  Certified  Public  Accountants.  All 
information  included  in  these  financial  statements  is  the 
representation  of  the  management  of  X  Company. 
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A  review  consists  principally  of  inquires  of  company  personnel 
and  analytical  procedures  applied  to  financial  data.     It  is 
substantially  less  in  scope  than  an  examination  in  accordance 
with  generally  accepted  auditing  standards,  the  objective  of 
which  is  the  expression  of  an  opinion  regarding  the  financial 
statements  taken  as  a  whole.     Accordingly,  we  do  not  express 
such  an  opinion. 

Based  on  our  review,  we  are  not  aware  of  any  material 
modifications  that  should  be  made  to  the  accompanying  financial 
statements  in  order  for  them  to  be  in  conformity  with  generally 
accepted  accounting  principles. 

Our  review  was  made  for  the  purpose  of  expressing  limited 
assurance  that  there  are  no  material  modifications  that  should 
be  made  to  the  financial  statements  in  order  for  them  to  be  in 
conformity  with  generally  accepted  accounting  principles.  The 
supplementary  information  included  in  Schedules  A,  B,   C,  D  and 
B-l  is  presented  only  for  supplementary  analysis  purposes.  Such 
information  has  not  been  subjected  to  the  inquiry  and  analytical 
procedures  applied  in  the  review  of  the  basic  financial 
statements,  but  was  compiled  from  information  of  management, 
without  audit  or  review.     Accordingly,  we  do  not  express  an 
opinion  or  any  other  form  of  assurance  on  the  supplementary 
information. 


[Signature] 


[Date] 
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AUDITED  BASIC  FINANCIAL  STATEMENTS 


The  basic  financial  statements  are  representations  of  the 
provider  organization's  management,  and  the  fairness  of  the 
financial  statements  presentation  in  conformity  with  GAAP  is 
management's  responsibility.     The  independent  auditor's 
responsibility  is  to  express  an  opinion  on  the  organization's 
basic  financial  statements,  which  has  been  based  on  the 
auditor's  audit.     The  provider  organization's  management  and  the 
auditor  may  both  participate  in  the  preparation  of  the  basic 
financial  statements.     Basic  financial  statements  that  are 
subject  to  the  auditor's  examination  and  expression  of  opinion 
in  accordance  with  the  AICPA  Industry  Audit  Guide  Audits  of 
Voluntary  Health  and  Welfare  Organizations  are  as  follow: 

o    Balance  Sheet 

o    Statement  of  Revenues  and  Expenses  and  Changes  in  Fund 
Balances 

o    Statement  of  Functional  Expenses 


NOTE:       THE  STATEMENT  OF  FUNCTIONAL  EXPENSES  IS  CONSIDERED  A 
BASIC  FINANCIAL  STATEMENT  SUBJECT  TO  THE  AUDITOR'S 
EXAMINATION  AND  EXPRESSION  OF  OPINION.     SEE  CHAPTER  1, 
PAGE  4,   FINANCIAL  STATEMENT  CONSIDERATION  SECTION  OF  THE 
AICPA  INDUSTRY  AUDIT  GUIDE  AUDITS  OF  VOLUNTARY  HEALTH 
AND  WELFARE  ORGANIZATIONS    (AVHW) .     THE  STATEMENT  IS  NOT 
CONSIDERED  AN  OPTIONAL  OR  SUPPLEMENTAL  STATEMENT.  IN 
ADDITION,   CHAPTER  7,   PAGE  36,   ILLUSTRATIVE  AUDITORS 
REPORT  SECTION  STATES  THE  FOLLOWING: ■ 

■IF  THE  FINANCIAL  STATEMENTS  DO  NOT  DISCLOSE  THE 
FUNCTIONAL  CLASSIFICATION  OF  EXPENDITURES,   SUCH  AS 
FUND-RAISING  COSTS,  THE  INDEPENDENT  AUDITOR'S  OPINION 
SHOULD  BE  QUALIFIED.1' 


BALANCE  SHEET 

ACCOUNT  DEFINITIONS  USED  WITH  BALANCE  SHEET 

Except  as  specifically  defined  below,  or  in  referenced 
appendices  or  procurement  regulations,  all  accounts,  funds  and 
functional  centers  used  in  the  Report  or  these  instructions  are 
presumed  to  have  generally  accepted  accounting  definitions. 


A.  FUNDS 

1.)     Current  Unrestricted  Fund.     Funds  which  have  not  been 
restricted  to  a  specific  use  by  their  source.  Funds 
which  have  been  "restricted"  or  "designated"  by  the 
organization's  governing  body  to  a  specific  use  are 
unrestricted  for  these  purposes. 
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Note :     Although  alternative  classifications   ( "Temporarily- 
Restricted")  have  been  proposed  for  certain  Program  Service 
Fees  and  Reimbursements,  all  Program  Service  Fees  and 
Reimbursements  are  currently  defined  by  procurement 
regulations  and  by  the  Philanthropic  Giving  Act  as 
Unrestricted. 

2.  )     Current  Restricted  Fund.     Funds  which  have  been 

restricted  to  a  specific  use  by  their  donor  and  which 
are  currently  available  for  that  use  alone.  This 
could  include  use  of  the  funds  to  defray  a  specific 
cost,  group  of  costs  or  for  costs  associated  with  a 
specific  program  or  service.     Program  Service  Fees  and 
Reimbursements  from  the  Commonwealth  are  not 
considered  restricted  funds  because  of  the  following: 
Provider  organizations  are  reimbursed  for  program 
services  and  associated  costs  after  the  provider  has 
utilized  its  revenues  to  provide  the  services. 
Organizations  that  provide  program  services  to  the 
Commonwealth  must  certify  under  penalties  of  perjury 
that  services  were  rendered  and  costs  were  incurred  in 
accordance  with  all  applicable  laws  and  regulations 
governing  disbursements  of  public  funds  prior  to  being 
reimbursed.     This  mechanism  differs  from  other  methods 
of  reimbursement  which  provide  credit  or  cash  prior  to 
services  being  delivered  or  costs  incurred. 

3.  )     Endowment  Fund .     The  principal  amount  of  funds  which 

have  been  restricted  by  their  donor  in  such  a  way  that 
the  principal  must  be  maintained  intact  in  perpetuity 
or  until  the  occurrence  of  a  specified  event,   or  for  a 
specified  period,  and  that  only  the  income  from  the 
investment  thereof  may  be  expended  either  for  general 
purposes  or  for  purposes  specified  by  the  donor. 

4.  )     Plant  Fund.     Fund  used  to  accumulate  the  net 

investment  in  fixed  assets,  to  account  for  funds 
contributed  specifically  to  acquire,  maintain  or 
replace  land,  buildings  or  equipment,  and  to  account 
for  mortgages  and  other  liabilities  related  to  such 
assets . 

5.  )     Other  Funds .     All  other  funds,  such  as  custodian 

funds,  for  which  the  organization  maintains  a  separate 
account . 
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Statement  of  Revenues.  ExppTigpR  and  Changes  in  Fynjj  Balances 


PLEASE  REFER  TO  STATEMENT  OF  FUNCTIONAL  EXPENSES 
AND  SUPPLEMENTAL  SCHEDULES  FOR  ACCOUNT  DEFINITIONS 

Note:     The  amounts  shown  under  the  "TOTAL  ALL  FUNDS  THIS  YEAR" 
for  certain  line  items   (5,   6,   13-16)  must  reconcile  with  amounts 
shown  under  the  same  account  title  on  other  statements  and 
supplemental  schedules  in  this  report. 


Statement  of  Functional  Expenses 

The  amounts  shown  under  "TOTAL  EXPENSES,"  line  7,  must  reconcile 
with  the  sum  of  lines  41,  43,  and  44  in  each  column  on 
Supplemental  Schedule  B.     Programs  shown  under  the  program 
columns  must  coincide  with  the  programs  listed  on  the  Cover  Page 
and  must  satisfy  the  definition  of  Program  given  in  Key 
Concepts . 

Functional  Classification  of  Expenses: 

Providers  and  independent  auditors  must  be  particularly 
concerned  with  the  manner  in  which  expenditures  are 
reported.     Auditors  and  providers  are  required  to  conform 
with  the  guidance  provided  in  the  form  of  recommendations, 
concerning  this  issue  in  Chapter  6,   Program  and  Supporting 
Services,   of  the  AICPA  industry  audit  guide  Audits  of 
Voluntary  Health  and  Welfare  Organizations.     The  Functional 
Classification  of  Expenses  section  of  Chapter  6  states  the 
following : 

"A  wide  variety  of  persons  and  groups  are  interested  in  the 
reported  expenses  of  voluntary  health  and  welfare 
organizations.     The  first  group  to  be  considered  is  the 
organization's  contributors,  who  have  given  money, 
services,  or  material.     The  second  group  represents  the 
organization's  trustees  or  directors,  who  have  a  fiduciary 
responsibility  to  conserve  and  expend  its  assets  for  the 
organization's  stated  objectives.     The  third  interested 
group  is  the  compensated  executives  of  the  organization, 
who  have  the  responsibility  of  carrying  out  the  stated 
policies  of  the  organization's  governing  board.     The  fourth 
group  is  made  up  of  those  governmental  jurisdictions  that 
have  authority  to  control  charitable  solicitations  through 
legislation  and  the  local,  state,  and  federal  government 
which  grant  tax  exemptions  to  charitable  organizations. 

"Although  each  of  these  groups  may  be  interested  in 
information  about  particular  types  of  expenses,  the  cost  of 
providing  various  services  or  other  activities  is  of 
greater  importance  and  becomes  apparent  only  when  the 
expenditures  are  summarized  on  a  "functional"  basis. 
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The  functional  classifications  used  by  most  organizations  include 
specific  "program  services"  which  describe  the  organization's 
social  service  activities,  and  "supporting  services"  under  which 
management   (or  administrative)   and  general  expenses  and 
fund-raising  costs  are  shown  as  separate  items." 

Expenditures  for  program  services  should  be  segregated  from 
fund-raising  and  management  and  general  expenditures,  and  the 
amount  of  each  should  be  clearly  disclosed  in  the  financial 
statements . 

Costs  Which  Pertain  to  Various  Functions: 
(Charging  and  Allocating  Procedures) 

Many  organizations  incur  costs  that  apply  to  more  than  one 
functional  purpose.     In  such  cases,   it  may  be  necessary  to 
allocate  these  costs  among  functions.  Examples  include  salaries 
of  those  who  perform  more  than  one  type  of  service,  rental  of  a 
building  used  for  various  program  services,  and  certain 
administration   (the  portion  of  salaries  and  expenses  that  are 
related  to  the  direct  supervision  of  a  program  or  fund-raising 
activity  rather  than  the  overall  direction  of  the  organization) 
and  fund-raising  activities  that  can  be  specifically  identified 
with  a  function. 

Where  employees  perform  duties  that  relate  to  more  than  one 
function,  the  salaries  of  such  individuals,  as  well  as  all  other 
expenses  which  pertain  to  more  than  one  function,  should  be 
allocated  to  the  separate  functional  categories,  based  on 
procedures  that  determine,  as  accurately  as  possible,  the  portion 
of  the  cost  related  to  each  function.     In  some  cases,  and 
particularly  where  most  of  an  individual's  time  is  spent  on  one 
function,   estimates  of  the  time  spent  on  each  function  may  be 
appropriate.     However,   in  many  cases  the  maintenance  of  employee 
time  reports   (required  by  DPS  General  Conditions  of  the 
contract)  will  be  practical  and  will  result  in  a  more  accurate 
determination  of  the  costs  attributed  to  each  function  (see 
sample  page  39) .     In  cases  where  the  time  of  employees  is  spent 
on  various  functions  and  such  functions  do  not  vary  significantly 
during  each  accounting  period,  the  preparation  of  time  reports 
for  selected  test  periods  during  the  year  might  be  sufficient  to 
determine  the  allocation  of  such  costs  to  the  related  functions 
(see  sample,  page  40) .     In  some  cases,   the  degree  of  usage  of 
these  indirect  costs  can  not  be  readily  and  specifically 
identified  with  each  function. 

A  reasonable  allocation  of  an  organization's  functional 
expenditures  may  be  made  on  a  variety  of  bases.     The  following 
allocation  procedures  are  illustrative  only,  but  use  of  these  or 
similar  procedures  will  ordinarily  result  in  a  reasonable 
allocation  of  an  organization's  multiple  function  expenditures: 

1.      A  study  of  the  organization's  activities  may  be  made  at  the 
start  of  each  fiscal  year  to  determine  the  best  practicable 
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allocation    methods.     This  study  should  include  an 
evaluation  of  the  preceding  year's  time  records  or 
activity  reports  of  key  personnel,  the  use  of  space, 
the  consumption  of  supplies  and  postage,   etc.  The 
results  of  this  study  should  be  reviewed  periodically 
and  revised  where  necessary  to  reflect  significant 
changes  in  the  nature  or  level  of  the  organization's 
current  activities. 

Note:     Sample  annual  employee  time  allocation  summary  and 
activity  records  for  conducting  this  study  has  been  provided 
on  pages  39  and  40. 

2.  Daily  time  and  expense  records  may  be  kept  by  all 
employees  who  spend  time  on  more  than  one  function  and 
may  be  used  as  a  basis  for  allocating  salaries  and 
related  costs.     These  records  should  indicate  the 
nature  of  the  activities  in  which  the  employee  is 
involved . 

Note:     Sample  daily  time  report  sheet  and  activity  record 
has  been  provided  on  pages  39  and  40. 

3 .  Automobile  and  travel  costs  may  be  allocated  on  the 
basis  of  the  expense  or  time  reports  of  the  employees 
involved . 

4.  Telephone  expense  may  be  allocated  on  the  basis  of  use 
of  the  extensions,  generally  following  the  charge  for 
the  salary  of  the  employee  using  the  telephone,  after 
making  direct  charges  for  toll  calls  or  other  service 
attributable  to  specific  functions. 

5.  Stationery,  supplies  and  postage  costs  may  be 
allocated  based  on  a  study  of  their  use. 

6.  Occupancy  costs  may  be  allocated  on  the  basis  of  a 
factor  determined  from  a  study  of  the  function  of  the 
personnel  using  the  space  involved. 

7.  The  depreciation  and  rental  of  equipment  may  be 
allocated  based  on  asset  usage. 

The  guidance  provided  above  has  been  excerpted  from  the 
AICPA  Industry  Audit  Guide  Audits  of  volTint-a-ry  Health  and 
Welfare  Organizations.     See  instructions  for  functional 
classification  of  expenses  in  the  Account  Definition's 
section  and  the  Administration  guidance  noted  above  for 
other  reporting  and  allocation  requirements. 

Program  and  Supporting  Services: 

1.)      Administration .     Administration  and  support 

(management  and  general)   costs  include  expenditures 
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for  the  overall  direction  of  the  organization,  general 
record  keeping,  business  management,  budgeting, 
general  board  activities  and  related  purposes  for 
meeting  organizational  goals  and  objectives.  "Overall 
direction"  includes  the  salaries  and  expenses  of  the 
chief  officer  of  the  organization  and  his  or  her 
staff.     Expenses  incurred  in  keeping  a  charitable 
organization's  name  before  the  public  that  are  not 
directly  related  to  program  services  or  fund-raising 
should  be  classified  as  Administration.     The  cost  of 
disseminating  information  to  inform  the  public  of  the 
organization's  "stewardship"  of  contributed  funds,  the 
publication  of  appointments  and  the  annual  report 
(financial  statements)   should  likewise  be  classified 
as  Administration. 

Note:     Administration  expenditures  for  the  overall 
direction  of  the  organization,  general  record  keeping, 
business  management,  budgeting,  publication  of 
appointments,  audited  financial  statements,  general 
board  activities  and  related  functions  for  meeting 
organizational  goals  and  objectives  such  as  informing 
the  Public  of  the  organization's  "stewardship"  of 
contributed  funds,  etc.,  must  not  be  charged,  prorated 
or  allocated  to  fund-raising  or  programs,  other  than 
on  line  42,  Allocation  of  Administrative  Expense  of 
Supplemental  Expense  Schedule  B,  in  accordance  with 
AVHW  audit  guide  requirements  noted  above. 

When  the  salaries  and  expenses  of  the  chief  officer 
and  his  or  her  staff  and  other  management  costs  are 
not  related  to  the  overall  direction  of  the  agency* 
they  are  not  considered  Administration  costs. 

If  the  chief  officer  and  his  or  her  staff  spend  a 
portion  of  their  time  directly  supervising 
fund-raising  or  program  service  activities  and  their 
degree  of  usage  can  be  readily  and  specifically 
identified,  such  salaries  and  expenses  should  be 
identified  with  those  functions.  Direct  supervision  of 
fund-raising  or  program  services  generally  occurs  in 
two  different  ways  and  should  be  reported  in  the 
following  manner: 

o        Direct  Supervision  of  Fund- Raising  or  Program 

Director  Activities.     The  chief  officer  and  his 
or  her  staff  may  directly  supervise  a  director  of 
fund-raising  or  a  program  director  and  the 
activities  that  are  directly  related  to  the 
specific  duties  and  functions  of  fund-raising  or 
the  program.     The  salaries  and  expenses  of  the 
chief  officer  and  his  or  her  staff  that  are 
associated  with  this  activity  should  be  prorated 
among  fund-raising  and  the  programs  receiving  the 
direct  support   (not  administration)  by  utilizing 
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the  position  titles  of  the  chief  officer  and  his  or  her 
staff.     The  time  spent  directly  supervising  the 
fund-raising  or  program  director  and  the  specific 
duties  and  functions  receiving  direct  supervision  must 
be  documented  by  time  sheets   (see  sample,  page  39)  or 
appointment  calendars  that  reflect  time  spent  on  the 
activity  and  fund-raising  or  program  outputs. 

o        Functioning  as  a  Fund-Raising  or  Program  Staff  Person. 

The  chief  officer  and  his  or  her  staff  may  spend  time 
directly  supervising  fund-raising  or  program  activities 
by  performing  the  duties  of  a  staff  person  in  the 
fund-raising  or  program  activity  and  their  degree  of 
usage  can  readily  and  specifically  be  identified.  The 
salaries  and  expenses  of  the  chief  officer  and  his  or 
her  staff  that  are  associated  with  performing  these 
duties  should  be  prorated  among  fund-raising  and  the 
programs  that  receive  the  direct  supervision.  The 
position  titles   (e.g.,  program  director)   of  the 
fund-raising  activity  or  program  and  the  type  of 
expense  incurred  should  be  utilized  for  reporting  these 
costs.     These  activities  must  not  be  reported  as 
administration.     The  time  spent  performing  the  duties 
and  functions  of  a  fund-raising  or  program  staff  person 
must  be  documented  by  time  sheets   (see  sample,  page  39) 
that  reflect  time  spent  on  the  activity,  and 
fund-raising  or  program  outputs. 

When  the  chief  officer  and  his  or  her  staff  spend  time 
directly  supervising  fund-raising  or  program  activities 
by  performing  the  duties  of  a  staff  person  in  the 
fund-raising  activity  or  in  numerous  programs,  and  the 
degree  of  direct  supervision  and  usage  of  their 
salaries  and  expenses  can  not  be  readily  and 
specifically  identified  with  each  function,  these  costs 
are  considered  indirect  fund-raising  or  program  costs 
which  pertain  to  various  functions  (not 
Administration) .     These  indirect  costs  should  be 
charged  or  allocated  by  using  time  sheets  or  a  study 
conducted  at  least  annually  and  revised  periodically  to 
reflect  significant  changes   (see  samples,  pages  39  and 
40)   among  those  functions  by  position  title  (e.g., 
program  director)  or  type  of  expense. 

Note:    A  description  of  acceptable  allocation 
methodologies  and  a  sample  of  the  sheet  is  provided  in 
the  Costs  Which  Pertain  To  Various  Functions'  section 
of  these  instructions  for  the  Statement  of  Functional 
Expenses. 

For  further  information  consult  Chapter  6  of  the  AICPA 
Industry  Audit  Guide  Voluntary  Health  and  Welfare 
Organizations . 
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2.  )       Fund -Raising .     Activities  associated  with  capital  campaigns, 

solicitation  of  charitable  donations,  gifts  and  bequests, 
special  events,  volunteer  programs,   in-kind  contributions, 
grant  applications,   etc.     Does  not  include  commercial 
activities  carried  on  for  the  purpose  of  making  a  profit. 
These  should  be  classified  under  Non- Program. 

3.  )       Non- Program.     Functions  or  activities  which  are  not 

directly  related  to  the  organization's  charitable  purposes 
or  social  services  program  of  purposes,  such  as  the 
production  of  commercial  products  and  services  carried  on 
primarily  for  profit.     Note:     Program  services  delivered  to 
clients  that  were  not  publicly  sponsored  by  the  Commonwealth 
must  not  be  classified  as  " non- Program. M 

4.  )       Program  Services.     As  defined  in  the  KEY  CONCEPTS  section. 

Note:     The  allocation  of  expenses  to  Program  functional 
centers  is  restricted  to  items  set  forth  in  the  PROGRAM 
COMPONENTS  appendix.     Items  not  included  (e.g., 
administrative  staff)  may  not  be  directly  allocated  to 
Program  functional  centers. 

5.  )       Out-of-State.  No  MA  Clients.     Program  services  which  are 

located  outside  the  Commonwealth  and  which  do  not  serve 
clients  sponsored  by  public  entities   (e.g.,  state  or 
municipal  agencies)   of  the  Commonwealth.     Note:  Applicable 
to  Supplemental  Revenue  and  Expense  Schedules  and  Statement 
of  Functional  Expenses  only. 


PLEASE  REFER  TO  SUPPLEMENTAL  SCHEDULE  B  EXPENSES 
FOR  EXPENSE  ACCOUNT  DEFINITIONS 


THE  STATEMENT  OF  FUNCTIONAL  EXPENSES  IS  CONSIDERED  A  BASIC 
FINANCIAL  STATEMENT  SUBJECT  TO  THE  AUDITOR'S  EXAMINATION  AND 
EXPRESSION  OF  OPINION.     SEE  CHAPTER  1,   PAGE  4,   FINANCIAL  STATEMENT 
CONSIDERATIONS ■   SECTION  OF  THE  AICPA  INDUSTRY  AUDIT  GUIDE,  AUDITS 
OF  VOLUNTARY  HEALTH  AND  WELFARE  ORGANIZATIONS    (AVHW)  .  THE 
STATEMENT  IS  NOT  CONSIDERED  AN  OPTIONAL  OR  SUPPLEMENTAL 
STATEMENT.     IN  ADDITION,  THE  ILLUSTRATIVE  AUDITOR'S  REPORTS' 
SECTION  OF  CHAPTER  7,   PAGE  36,   STATES  THE  FOLLOWING: 

■IF  THE  FINANCIAL  STATEMENTS  DO  NOT  DISCLOSE  THE  FUNCTIONAL 
CLASSIFICATION  OF  EXPENDITURES,   SUCH  AS  FUND-RAISING  COSTS,  THE 
INDEPENDENT  AUDITOR'S  OPINION  SHOULD  BE  QUALIFIED." 

Caution 

Methods  for  charging  or  allocating  expenditures  for  the  purpose  of 
reporting  expenses  on  the  UFR  that  utilize  budgeted  or  received 
revenues,  budgeted  costs  and  anticipated  or  received  contract 
reimbursements  rather  than  resource  usage  bases,  as  noted  above,  are 
not  acceptable  or  in  accordance  with  Generally  Accepted  Accounting 
Principles . 
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SAMPLE  OF  DAILY  EMPLOYEE  TIME  REPORT  SHEET 

FAMILY  SERVICE  AGENCY  OF  UTOPIA,  INC. 

Name:    J.  W.  Wilkens 

Job  Title:    Director  of  Casework 

Date:    1/7 /X2 

Description  of  Work  Done 

Function  Benefited 

Program  Number 
Number         of  Hours 

Worked  on  the  Development  of  a 

Adoption 

504  3 

special  -project  for  adoption 

Foster  Home  Care 

506  2.5 

of  "hard  to  place"  children 

Assisted  caseworkers  in  develop- 

ing new  foster  homes. 

Counseling 

512  2 

Conducted  staff  seminar  on  new 

techniaues  in  group  counseling. 

Management  &  General 

702  1.5 

Interviewed  a  caseworker  to 

fill  a  professional  staff 

Fund  Raising 

801  .5 

vacancy . 

Attended  a  meeting  with  the 

executive  on  fund-raising  issues. 

TOTAL  HOURS  WORKED    /]  9.5 

SupervisorV^proval   
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SAMPLE  OF  ANNUAL  EMPLOYEE  TIME  ALLOCATION  SUMMARY 


FAMILY  SERVICE  AGENCY  OF  UTOPIA,  INC. 

Name:       J.  W.  Wilkens  

Job  Title:    Director  of  Casework  


Page  4 


Week 
Beginning 

Total 
Hours 

Counseling 

Adoption 

Foster 
Home 
Care 

Management 
&  General 

Fund 
Raising 

10/29 

40 

18 

4 

12 

6 

0 

11/5 

42 

23 

2 

11 

4 

2 

11/12 

38 

15 

0 

16 

2 

5 

11/19 

45 

11 

9 

8 

3 

14 

11/26 

44 

13 

7 

13 

5 

6 

12/3 

38 

10 

2 

19 

5 

2 

12/10 

43 

18 

3 

16 

6 

0 

12/17 

50 

29 

0 

14 

2 

5 

12/24 

28 

2 

2 

20 

4 

0 

Annual 
Hours 

2080 

890 

196 

710 

180 

104 

Actual  % 

100 

42.8 

9.4 

34.1 

8.7 

5.0 

Estimated  % 

100 

45.0 

12.0 

30.0 

10.0 

3.0 

Difference 

(2.2) 

(2.6) 

4.1 

(1.3) 

2.0 
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Notes  to  Financial  Statements 


A  blank  form  has  been  provided  for  notes  to  the  financial 
statements.     Additional  pages  may  be  attached.  Proper 
completion  of  the  Uniform  Financial  Statements  and  Independent 
Auditor's  Report  does  not  require  the  preparer  to  include  any 
matter  on  the  blank  form  provided  for  Notes  to  Financial 
Statements  beyond  that  which  is  required  to  be  disclosed  in 
accordance  with  GAAP,   except  as  noted  below: 

The  following  presentations  are  considered  part  of  the  basic 
financial  statements:  descriptions  of  accounting  policies,  notes 
to  financial  statements,  and  schedules  and  explanatory  material 
that  are  identified  as  being  part  of  the  basic  financial 
statements . 


Related  Party  Disclosures: 

Provider  organizations  subject  to  UFR  filing  requirements  must 
disclose  related  party  relationships  and  transactions  in  the 
notes  to  the  financial  statements  of  the  Uniform  Financial 
Statements  and  Independent  Auditor's  Report   (UFR) ,   in  accordance 
with  guidance  furnished  in  the  DPS  publication,  Related  Party 
Relationships  and  Disclosure  Under  808  CMR  1.02.     A  copy  of  this 
document  has  been  provided  as  an  attachment  to  the  UFR  Auditor ' s 
Compliance  Supplement  for  fiscal  year  1993. 

Providers  that  contract  with  the  Commonwealth  and  file  the  UFR 
are  audited  in  accordance  with  generally  accepted  government 
auditing  standards   (GAGAS)  and  are  subject  to  various  regulatory 
and  contract  provisions.     In  government  audits  and  in  the 
Purchase- of -Service  system,   the  materiality  level  and  threshold 
for  related  party  disclosure  is  lower  than  in  similar- type 
audits  in  the  private  sector  because  of  the  public 
accountability  of  the  entity,   the  various  legal  and  regulatory 
requirements,  and  the  visibility  and  sensitivity  of  government 
programs,  activities,  and  functions. 

The  following  DPS  related  party  disclosure  guidance  should  be 
utilized  for  determining  if  disclosure  is  needed  in  the  notes  to 
the  financial  statements  of  the  UFR: 

o         Programs  and  Supporting  Services  purchased  by  the 
Commonweal th : 

Generally,  all  related  party  relationships  or 
transactions  as  defined  by  808  CMR  1.02  that  are 
associated  with  programs  purchased  by  the  Commonwealth 
(state  agencies  and  local  education  authorities)  are 
considered  material  and  must  be  disclosed  in  the  UFR 
notes  to  the  financial  statements.     Two  exceptions  to 
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this  consideration  may,  to  the  extent  allowed  by  the 
qualitative  materiality  factors  of  GAGAS,   include  the 
following : 

Individual  or  aggregated  monetary  related  party 
transactions  of  less  than  one  hundred  dollars  ($100) 
where  the  amount  was  defrayed  by  funds  not  derived  from 
the  Commonwealth. 

Gifts  furnished  to  the  provider  by  an  official, 
administrator  or  manager  of  the  provider. 

The  sensitive  nature  of  Commonwealth -purchased  programs  and 
the  penalties  and  sanctions  associated  with  failure  to 
disclose  related  party  transactions  and  relationships, 
including  disallowance  of  related  party  costs  which  could 
materially  affect  the  financial  statement  amounts,  dictate 
that  related  party  relationships  or  transactions  be 
considered  material  in  accordance  with  GAGAS. 

o         Programs  and  Supporting  Services  not  purchased  by  the 
Commonwealth : 

All  material  related  party  transactions  that  are  not 
associated  programs  purchased  by  the  Commonwealth  or  that 
could  affect  the  provider's  financial  statements  and  all 
instances  of  common  ownership  or  management  control 
relationships  for  which  808  CMR  1.02  and  the  AICPA  Statement 
of  Financial  Accounting  Standards  No.  57   (SFAS  No.  57) 
require  disclosure,   even  though  there  are  no  transactions, 
should  be  disclosed  in  the  UFR  notes  to  the  financial 
statements.     One  exception  to  this  consideration  may,   to  the 
extent  allowed  by  the  qualitative  materiality  factors  of 
GAGAS,   include  the  following: 

Gifts  furnished  to  the  provider  by  an  official, 
administrator  or  manager  of  the  provider. 

The  materiality  of  related  party  transactions  should  be 
determined  in  accordance  with  the  criteria  established  for 
materiality  and  significance  in  the  third  general  standard 
of  GAGAS. 

The  notes  to  the  financial  statements  of  the  UFR  should  disclose 
material   (GAGAS  definition  of  material)   related  party  relationships 
and  transactions.     The  form  of  the  disclosure  of  material  related 
party  transactions  should  meet  the  following  requirements  that  have 
been  derived  from  SFAS  No.  57: 

a.  Nature  of  related  party  relationship; 

b.  The  receivables  or  payables  associated  with  related 
party  transactions  for  each  period  the  balance  sheet  or 
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program  budget  is  presented,  and,  if  not  clearly 
determinable,  the  conditions  and  methods  of 
settlement ; 


c.       For  each  period  that  an  income  statement  or 

program  budget  is  presented,  the  following  is 
required: 


(1)  A  description  of  transactions  and  other 
necessary  information  needed  for  an 
understanding  of  the  impact  of  the 
transactions;  and 

(2)  Dollar  amounts  assigned  to  transactions,  and 
the  impact  of  determining  the  terms  of  the 
transactions,  if  different  from  prior 
periods . 


d.       If  two  or  more  companies  are  under  common  control 
via  ownership  or  management,  the  disclosure  in  a. 
above  is  required,  even  though  no  transactions 
occurred,  if  the  existence  of  that  control  could 
result  in  operating  results  or  a  financial 
position  significantly  different  from  that  which 
would  have  been  obtained  if  the  enterprises  were 
autonomous . 


Preparers  of  the  UFR  should  seek  assistance  from  their 
independent  auditor  regarding  appropriate  interpretation  of  the 
requirements  of  808  CMR  1.02  and  the  form  and  content  of 
disclosure  as  noted  above. 


Related  party  disclosures  must  be  made  for  transactions  with 
related  parties  as  defined  by  the  Code  of  Massachusetts 
Regulations  801  CMR  1.00  and  the  AICPA  Financial  Accounting 
Standards  Board  SFAS  No.  57. 


The  following  provisions  are  effective  for  disclosure  in 
audits  of  provider  financial  statements  with  fiscal  years 
ending  on  or  after  June  30,  1992.  Also,  these  provisions 
are  effective  for  social  service  contracts  and  agreements 
and  related  reimbursements  executed  or  renewed  after  June 
30,  1992. 


Defininition  of  Related  Party; 


Any  of  the  following  are  considered  a  related  party  as  defined 
by  801  CMR  1.02  and  SFAS  No.  57  and  subject  to  disclosure  and 
certain  reimbursement  restrictions  when  providing  rent, 
services,  loans,  payments,  conveyances,  gifts,  any  other 
transactions  or  having  receivables  or  payables  associated  with 
the  transaction  to  or  from  the  provider: 

(a)  A  person  who  is  or  was  within  the  preceding  five  years 
a  director,  stockholder,  partner,  administrator,  manager  or 
trustee  of  the  reporting  provider,  or  a  relative  of  such  a 
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person,  or  an  organization  in  which  a  person,  who  currently 
serves  as  a  director,  stockholder,  partner,  administrator, 
manager  or  trustee  of  the  organization,  or  a  relative  of 
such  a  person,   is,   or  was  within  the  preceding  five  years,  a 
director,  stockholder,  partner,  administrator,  manager  or 
trustee  of  the  reporting  provider.     "Relative"  shall  mean 
parent,  child,  brother,  sister  (whether  by  whole  or 
half-blood) ,  spouse,  adopted  child,  adoptive  parent, 
stepparent,  stepchild,   father-in-law,  mother-in-law, 
sister-in-law,  brother-in-law,  son-in-law,  daughter-in-law, 
grandparent  or  grandchild;  or 

(b)  Any  organization,  corporation,  partnership,  or 
fiduciary  trust  where  any  common  ownership  or  control  is 
held  by  a    person  who  falls  within  the  scope  of  paragraph 
(a)  above  or  by  a  relative  of  such  a  person.     "Control"  is 
the  ability  to  influence  the  policies  and  actions  of  an 
enterprise  through  ownership  of  voting  stock,  contracts 
and/or  other  methods,  as  defined  by  the  AICPA  Financial 
Accounting  Standards  Board  in  Statement  of  Financial 
Accounting  Standard  No.  57;  or  is  the  ability  of  an 
individual  or  organization,  directly  or  indirectly,  to 
significantly  influence  or  direct  the  actions  or  policies  of 
an  organization  or  institution;  or 

(c)  Another  corporation,  partnership,   organization  or 
individual  doing  business  solely  with  the  reporting  provider 
or  the  provider's  related  parties;  or 

(d)  A  person  or  organization  associated  or  affiliated  with 
the  reporting  provider.     A  person  or  organization  is 
associated  when  the  person  or  organization  engages  in  a 
joint  program  or  business  venture  directly  or  indirectly  in 
which  the  provider  or  other  person  or  organization  receives 
direct  or  indirect  financial  benefit.     A  person  or 
organization  is  affiliated  when  the  person  or  organization: 


The  control  may  be  direct  or  indirect.     A  provider  or 
company  is  under  common  control  with  the  provider  through 
common  ownership  or  management,  even  though  no  transaction 
occurred,   if  the  common  control  could  have  a  material  impact 
on  the  financial  statements  of  the  reporting  provider,  as 
provided  in  AICPA  Statement  of  Financial  Accounting  Standard 
No.  57.     For  the  purpose  of  this  paragraph,  "common 
ownership"  exists  where  there  is  direct  or  indirect 
ownership  of  ten  percent  or  more  in  value  of  voting  stock  or 
five  percent  of  financial  interest  in  the  capital  assets  or 
profits  of  any  organization. 


1. 
2. 
3. 


controls  a  provider;  or 

is  controlled  by  a  provider;  or 

is  under  common  control  with  the  provider. 
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Independent  auditors  and  UFR  preparers  must  consider  materiality 
and  significance  as  defined  by  generally  accepted  government 
auditing  standards  for  determining  if  related  party 
relationships  and  transactions  are  material  and  of  a  significant 
nature  to  require  disclosure.     Materiality  and  significance  is 
defined  by  GAGAS  as  follows: 


The  Third  General  Standard  for  Government  Auditing  of  GAGAS 
( "Yellow  Book" ) : 

The  auditor  should*  consider  materiality  and/or  significance  in 
planning  the  audit  and  in  selecting  the  methodology  and 
designing  audit  tests  and  procedures,  as  well  as  in  deciding 
whether  a  matter  requires  disclosure  in  an  audit  report.     One  of 
the  criteria  to  be  considered  in  determining  materiality 
includes  the  monetary  value  of  the  item.     However,  materiality 
and  significance  often  depend  on  qualitative  as  well  as 
quantitative  factors.     Qualitative  factors  include,  but  are  not 
limited  to  the  cumulative  effect  and  impact  of  immaterial  items, 
the  objectives  of  the  work  undertaken,  and  the  use  of  the 
reported  information.     Decisions  on  these  criteria  are  based  on 
the  auditor's  professional  judgment.     In  government  audits  the 
materiality  level  and/or  threshold  of  acceptable  risk  may  be 
lower  than  in  similar- type  audits  in  the  private  sector  because 
of  the  public  accountability  of  the  entity,  the  various  legal 
and  regulatory  requirements,  and  the  visibility  and  sensitivity 
of  government  programs,  activities,  and  functions. 

In  determining  materiality  and/or  significance  and  audit  risk, 
the  auditor  may  consider  the  following. 

a.  Amount  of  revenues  and  expenditures. 

b.  Newness  of  the  activity  or  changes  in  its  conditions. 

c.  Adequacy  of  internal  controls. 

d.  Results  of  prior  audits. 

e.  Level  and  extent  of  review  or  other  form  of 
independent  oversight. 

f.  Adequacy  of  the  internal  controls  for  ensuring 
compliance  with  laws  and  regulations. 

g.  Management's  adherence  to  applicable  laws  and 
regulations . 

h.  Audit  report  users'  expectations. 
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i.         Public  perceptions  and  political  sensitivity  of  the 
areas  under  audit. 

j.        Audit  requirements. 

*      When  the  term  "should"  is  used  to  describe  the  auditor's 
and/or  organization's  responsibility,   this  means  that  the 
standards  that  are  applicable  to  the  work  and  necessary  to 
satisfy  the  audit  objectives  are  to  be  followed.  Departures 
from  applicable  standards  must  be  disclosed  in  the  audit 
report . 

Material  Departures  from  Generally  Accepted  Accounting  Principles 
(GAAP)  when  Disclosing  Related  Party  Relationships  in  Accordance 
with  808  CMR  1.02: 

The  existence  and  value  of  any  nonreimbursable  portion  of  related 
party  costs  as  defined  by  808  CMR  1.15   (8)   Certain  Costs  Paid  to 
a  Related  Party  that  have  been  incurred  in  Commonwealth -purchased 
programs  should  also  be  disclosed  in  Schedules  B  and  B-l. 

Professional  auditing  standards  of  the  AICPA,  which  must  be 
followed  by  the  independent  auditor  when  conducting  a  GAGAS  audit 
of  the  UFR,  may  at  times  prohibit  the  independent  auditor  from 
rendering  an  unqualified  opinion  in  accordance  with  generally 
accepted  accounting  principles   (GAAP) .     A  qualified  opinion  may 
be  called  for  in  the  auditor's  professional  judgment  because  the 
related  party  disclosures  made  by  management  pursuant  to  808  CMR 
1.02  in  the  notes  to  the  financial  statements  may  have  departed 
materially  from  GAAP  as  prescribed  by  the  AICPA.     The  independent 
auditor  is  required  to  utilize  AICPA  guidance   (SFAS  No.  57)  when 
available  for  establishing  the  conditions  and  acceptable 
provisions  of  GAAP  rather  than  other  accounting  principles  such 
as  808  CMR  1.02. 

The  provisions  of  808  CMR  1.02  that  prescribe  conditions  for 
determining  the  need  for  related  party  disclosure  differ  from 
SFAS  No.  57  in  that  they  incorporate  the  provisions  of  SFAS  No. 
57  and  also  contain  other  provisions  derived  from  the  Internal 
Revenue  Service,  Office  of  the  Attorney  General,  the  Rate  Setting 
Commission  and  the  Division  of  Purchased  Services.  The 
independent  auditor  may  conclude  that  the  provisions  from  these 
other  authorities  materially  differ  from  the  provisions  of  SFAS 
No.  57  to  such  an  extent  that  they  materially  depart  from  GAAP, 
as  established  by  the  AICPA  SFAS  No.  57. 

When  the  auditor  believes,  on  the  basis  of  his  or  her  audit,  that 
the  financial  statements  or  the  notes  contain  a  departure  from 
generally  accepted  accounting  principles,  the  effect  which  is 
material ,  and  he  or  she  has  concluded  not  to  express  an  adverse 
opinion,  a  qualified  opinion  may  be  required  in  accordance  with 
AICPA  Statement  on  Auditing  Standards   (SAS)   SAS  No.   58  and  SAS 
No.  64. 
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Sample  of  Auditor's  Report  when  Disclosure  of  Related  Party 
Relationships  Resulted  in  a  Departure  from  GAAP: 

The  following  is  a  sample  of  an  auditor's  report  on  the 
financial  statements  that  has  been  qualified  because  the 
independent  auditor  believes  that  the  related  party  disclosures 
in  the  notes  to  the  financial  statements  contain  a  material 
departure  from  generally  accepted  accounting  principles: 

SAMPLE 

Independent  Auditor's  Report  on  the  Financial  Statements 

We  have  audited  the  accompanying  balance  sheet  of  X  Company  (a 
Massachusetts  corporation,  not-for-profit)  as  of  June  30,  19X3 
and  the  related  statements  of  support,  revenues,  expenses  and 
changes  in  fund  balances,  and  of  functional  expenses  for  the 
year  then  ended.  These  financial  statements  are  the 
responsibility  of  X  Company's  management.     Our  responsibility  is 
to  express  an  opinion  on  these  financial  statements  based  on  our 
audits . 

We  conducted  our  audits  in  accordance  with  generally  accepted 
auditing  standards,   the  Government  Auditing  Standards,   issued  by 
the  Comptroller  General  of  the  United  States.     Those  standards 
require  that  we  plan  and  perform  the  audit  to  obtain  reasonable 
assurance  about  whether  the  financial  statements  are  free  of 
material  misstatement.     An  audit  includes  examining,   on  a  test 
basis,  evidence  supporting  the  amounts  and  disclosures  in  the 
financial  statements.  An  audit  also  includes  assessing  the 
accounting  principles  used  and  significant  estimates  made  by 
management,  as  well  as  evaluating  the  overall  financial 
statement  presentation.     We  believe  that  our  audit  provides  a 
reasonable  basis  for  our  opinion. 

As  more  fully  described  in  note  X  to  the  financial  statements, 
the  Company  has  disclosed  certain  related  party  transactions 
that  materially  differ  from  the  related  party  disclosure 
guidance  of  the  American  Institute  of  Certified  Public 
Accountants  Statement  of  Financial  Accounting  Standards  No.  57. 
In  our  opinion,  generally  accepted  accounting  principles  require 
related  party  disclosures  to  conform  in  all  material  respects 
with  the  American  Institute  of  Certified  Public  Accountants 
Statement  of  Financial  Accounting  Standards  No.  57. 

In  our  opinion,   except  for  the  effects  of  not  conforming  with 
the  related  party  disclosure  guidance  as  discussed  in  the 
preceding  paragraph,   the  financial  statements  referred  to  above 
present  fairly,  in  all  material  respects,  the  financial  position 
of  X  Company  as  of   [at]  June  30,  19X3  and  the  results  of  its 
operations  and  changes  in  fund  balances  for  the  year  then  ended, 
in  conformity  with  generally  accepted  accounting  principles. 

Our  audits  were  made  for  the  purpose  of  forming  an  opinion  on 
the  basic  financial  statements  taken  as  a  whole.  The 
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supplementary  information  included  in  Schedules  A,  B,  C,  D  and  B-l  is 
presented  solely  for  purposes  of  additional  analysis  and  is  not  a 
required  part  of  the  basic  financial  statements.     Such  information  is 
the  representation  of  X  Company's  management  and  has  not  been 
subjected  to  the  auditing  procedures  applied  in  the  audit  of  the  basic 
financial  statements,   and,  accordingly,  we  do  not  express  an  opinion 
on  it. 

[Signature] 


[Date] 


Independent  auditors  should  also  follow  the  suggested  compliance 
testing  procedures  and  audit  guidance  for  compliance  with  related 
party  disclosure  requirements  contained  in  the  UFR  Auditor ' s 
Compliance  Supplement  and  the  Auditing  Guidelines  section  of  this 
document . 
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SUPPLEMENTAL  FINANCIAL  SCHEDULES  A.   B.   C.   D  AND  SUBSIDIARY 

SCHKDULE  B-l 


INFORMATION  NOT  REQTTTPKn  TQ  BE  AUDITED 

The  provider  organization's  management  and  the  auditor  may  both 
participate  in  the  preparation  of  the  supplemental  financial 
schedules.     The  auditor  should  read  the  supplemental  schedules 
and  consider  whether  such  information  is  materially  inconsistent 
with  information,   or  the  manner  of  its  presentation,  appearing 
in  the  basic  financial  statements  and  propose  revisions  to  the 
supplemental  schedules  as  appropriate.     Supplemental  Schedules 
A,  B,  C,  and  D  must  reconcile  and  be  consistent  with  certain 
totals  in  the  basic  financial  statements.     The  supplemental 
schedules  must  be  auditor- submitted  (referred  to  in  the 
auditor's  report  on  the  financial  statements  or  in  a  separate 
report)  and  filed  under  the  same  cover  (stapled  or  bound)  with 
the  basic  financial  statements. 

Unaudited  Supplemental  Schedules  include  the  following: 

A.  Supplemental  Revenue  Schedule 

B.  Supplemental  Expense  Schedule 

C.  Supplemental  Employee  Schedule 

D.  Supplemental  Program  Statistics  Schedule 

B-l.  Subsidiary  Itemized  Nonreimbursable  Costs  Schedule 


OTHER  STATEMENTS.   SCHEDULES  AND  INFORMATION 

Other  statements,  schedules  and  information  that  have  been 
audited  or  not  audited  may  be  auditor- submitted  and  included 
under  the  same  cover,   if  requested  by  the  client,  required  by 
other  report  users  or  deemed  appropriate  by  the  auditor,   in  the 
UFR  filing.     These  include,  but  are  not  limited  to,  statements 
of  cash  flows,  schedule  of  federal  awards,  details  or 
explanations  or  items  in  or  related  to  the  basic  financial 
statements,   consolidating  information,  historical  summaries  of 
items  extracted  from  the  basic  financial  statements,  statistical 
data  and  other  material,  some  of  which  might  be  from  sources 
outside  the  accounting  system  or  outside  the  entity. 

Note:        The  auditor  must  include  a  supplemental  information 
paragraph  in  the  auditor's  report  on  the  financial 
statements  or  prepare  a  separate  report  concerning  the 
supplemental  information  in  accordance  with  SAS  No.  29 
and  SAS  No.  52   (Au  551.05  and  .06). 

Supplemental  Schedules  A,  B,  C,  D  and  Subsidiary  Schedule  B-l 
are  the  representation  of  management  and  are  not  required  to  be 
audited.     This  is  reflected  in  the  suggested  disclaimer  included 
in  the  sample  Independent  Auditor's  Report  on  Financial 
Statements . 
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The  auditor  should  read  the  supplemental  schedules  and  consider 
whether  such  information  is  materially  inconsistent  with 
information,  or  the  manner  of  its  presentation,  appearing  in  the 
basic  financial  statements  and  propose  revisions  to  the 
supplemental  schedules  as  appropriate. 


SUPPLEMRwraT.  SCHEDULE  A 

The  amounts  shown  under  "TOTALS"  for  lines  that  have  an  asterisk 
(*)  must  reconcile  with  the  amounts  shown  under  lines  1  through 
12  on  the  Statement  of  Revenues,  Expenses  and  Changes  in  Fund 
Balances  under  the  "Total  All  Funds  This  Year"  column. 

Programs  shown  under  the  columns  entitled  "Program  #  "  must 

coincide  with  the  programs  listed  on  the  UFR  Cover  Page, 
Standard  Service  Contract  Cover  Page  and  Attachment  A  and  must 
satisfy  the  definition  of  Program  given  in  Key  Concepts. 

In  the  event  that  all  or  a  portion  of  Federated  Fund- Raising 
Organization  Allocations  were  not  earmarked  or  restricted  to  use 
in  any  particular  program (s)  but,   rather,  were  earmarked  to 
support  the  provider  agency  as  a  whole  or  to  support  some 
nonprogram  or  fund-raising  activity  of  the  provider  agency,  the 
applicable  amounts  should  be  shown  as  "Administration, " 
Fund- Raising"  or  "Nonprogram"  and  then  distributed  as  designated 
by  the  board  of  directors  or  by  using  the  same  factors  developed 
to  allocate  Administration  on  Schedule  B  or  any  other  reasonable 
method  in  accordance  with  the  organizational  purpose  of  the 
provider. 

ACCOUNT  DEFINITIONS  OF  REVENUE: 

1.  )     Gifts.   Contributions.   Legacies  and  Bequests.  As 

commonly  defined,  except  that  items  specifically 
included  in  other  revenue  account  definitions  (e.g., 
Client  Resources)  must  be  excluded  from  this  account. 

2.  )     Special  Events  and  Activities.     Solicitations  or  events 

sponsored  by  the  organization  in  which  something  of 
value,  such  as  dinners,  dances,  bazaars,  fashion  shows, 
greeting  card  sales,  bingo,  etc.,  is  offered  to 
participants  in  exchange  for  a  payment  or  contributions 
sufficient  to  yield  revenue  to  the  sponsoring 
organization. 

3.  )     In-kind  Contributions.     The  imputed  revenue  value  of 

donated  goods  and  personal  services.     Note :     An  equal 
expense  must  be  reported  in  the  applicable  expense 
category. 

a)       Government /Personnel .     Include  in  this  category 
the  imputed  value  of  staff  assigned  by  the 
Commonwealth  of  Massachusetts  to  work  in  the 
provider  organization's  programs. 
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b)  Government /Nonpersonnel .     Include  in  this  category 
the  imputed  value  of  donated  space  in  state 
facilities,  pharmacy  services  and  other  noncash 
governmental  resources . 

c)  Private .     Nongovernmental,   In- kind  contributions. 

4.  )     Grants .     Award  of  funds  from  a  governmental  agency 

corporation  or  private  foundation  to  support  or 
subsidize  a  particular  project,  program  or  the  general 
charitable  purposes  and  activities  of  the 
organization.     Note :     Contrary  to  prior  year  practices, 
EOHHS  Purchasing  Agency  Cooperative  Funding  Agreements 
(as  distinct  from  Purchase- of -Service  contracts)  and 
other  governmental  cash  grants  should  be  shown  in  this 
account  rather  than  as  "Program  Service  Fees  and 
Reimbursement . " 

5.  )     Program  Service  Fees  and  Reimbursements.     Any  payments 

by  or  on  behalf  of  service  recipients  for  program 
services  rendered. 

a)  EOHHS  Agencies.     Purchase  of  Service  negotiated 
unit  rate  and  cost  reimbursement  revenue  from  the 
Massachusetts  Executive  Office  of  Health  and  Human 
Services'    (EOHHS)   departments  and  agencies  listed 
in  Schedule  A,  lines  16-28.     In  addition  to  those 
agencies  listed,  revenue  from  the  following 
agencies  should  be  reported  as  other  EOHHS  on  line 
29.     (Enter  the  applicable  three-letter  codes.): 

Commission  on  Veterans'  Services  (VET) 
Department  of  Medical  Security  (DMS) 
Disabled  Person  Protection  Commission  (DAC) 
Executive  Office  of  Health  and  Human  Services 
(EOHHS) 

Office  of  Refuges  and  Immigrants  (ORI) 

Soldiers'  Home,  Chelsea  (CHE)  / 

Soldiers'  Home,  Holyoke  (HLY) 

b)  EOHHS  Agency  Stipend.     Pass -through  income  for 
expenses  associated  with  the  procurement  of  direct 
client  care  from  individual  care  givers  such  as 
family  day- care  providers  or  foster  families. 
(Enter  the  EOHHS  source  agency  in  the  space 
provided. ) 

c )  Public /Private  Partnership  Programs   ("4P") .  The 
Private  Partners'  share  of  Department  of  Social 
Services  n4P"  contracts.     (Enter  the  DSS's  share 
under  the  DSS  EOHHS  Agency,   line  23.) 
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d)  EOHHS- Sponsored  Client  Fees.     Individual  or 
third-party  payments  on  behalf  of  service 
recipients  sponsored  by  EOHHS  agencies  through 
"payor  of  last  resort"  service  contracts.     Note : 
Exclude  Client  Resources   (see  definition  k) . 

e)  Other  Massachusetts  Government  Service  Fees. 
Program  Service  Fees  and  Reimbursements  from 
non- EOHHS  state  agencies   (e.g.,  Department  of 
Education,  Department  of  Employment  &  Training, 
Executive  Office  of  Communities  &  Development, 
Executive  Office  of  Elder  Affairs)  and  from  cities, 
towns,  and  other  Massachusetts  public  entities. 
Note:     Where  the  Department  of  Education,  Bureau  of 
Nutrition's  revenue  is  received  for  a  separately 
defined  program,   it  should  be  recorded  in  this 
account.     Where  a  separately  defined  Nutrition's 
program  does  not  exist  and  the  Bureau  of  Nutrition 
revenue  serves  as  offsetting  support  to  defray 
nutritional  costs  within  a  program  that  has  a 
nutritional  component   (e.g.,  day-care  centers),  the 
revenue  should  instead  be  recorded  as  an  "Other 
MA/Non-MA  Government  Cash  Grant"  on  line  12. 

f )  Other  MA  Government -Sponsored  Client  Fees. 
Individual  or  third- party  payments  made  on  behalf 
of  service  recipients  sponsored  by  non- EOHHS  state 
agencies,  cities,  towns,  or  other  governmental 
entities  located  within  Massachusetts. 

g)  Other  Government  Service  Fees  -  Non-Massachusetts. 
Program  Service  Fees  and  Reimbursements  from 
federal  agencies  or  state  governments,  cities, 
towns,   or  other  public  entities  located  outside  of 
the  Commonwealth  of  Massachusetts.     Note :  Federal 
funding  received  through  Massachusetts  state  or 
local  government  service  contracts  should  be 
treated  as  an  EOHHS  agency  or  other  MA  Government 
Service  Fees,  as  applicable. 

h)  Other  Government -Sponsored  Client  Fees  -  Non-MA. 
Individual  or  third-party  payments   (e.g.,  sliding 
fees)  made  on  behalf  of  service  recipients  from 
other  states  or  for  federal  government  service 
recipients  sponsored  through  payor  of  last  resort 
contracts  with  governmental  agencies  located 
outside  of  Massachusetts. 

i)  Medicare  -  Non-Sponsored  Clients.  Medicare 
payments  on  behalf  of  service  recipients  who  are 
not  sponsored  by  any  other  governmental  agency. 
(For  sponsored  recipients,   record  Medicare  payments 
under  the  applicable  Sponsored  Client  Fees 
account . ) 
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j)     Private  Individual  Third- Party  Fees.     Individual  or 
third-party  Program  Service  Fees  and  Reimbursements 
on  behalf  of  service  recipients  who  are  not 
sponsored  by  any  governmental  agency.  This 
includes  payments  from  other  providers  for  services 
provided  to  clients  through  subcontracts. 

k)     Client  Resources.     Revenue  received  in  cash  or 

in-kind  from  service  recipients  to  defray  the  cost 
of  program  care  and  service   (e.g.,  SSI,  CA,  food 
stamps,   fixed  or  sliding  fee  Room  &  Board 
payments) .     By  the  terms  of  state  contracts,  these 
resources  are  aggregated  to  defray  program  costs 
regardless  of  client  sponsor. 

6 .  )     Federated  Fund-Raising  Organization  Allocations .  Funds 

allotted  to  the  organization  from  a  federated  fund- 
raising  organization  such  as  the  United  Way,  Community 
Chest,  Combined  Jewish  Philanthropies  or  the 
Commonwealth  Campaign.     Note :     Federated  fund-raising 
organization  funds  which  are  utilized  as  Public/Private 
Partnership  program  support  for  Department  of  Social 
Services  contract  programs  should  instead  be  recorded 
under  the  Program  Service  Fees  &  Reimbursement,  Public/ 
Private  Partnership  Program  account . 

7.  )     Investment  Revenue.     As  commonly  defined  (may  be 

restricted  by  donor) . 

8.  )     Realized  Investment  Gain/Loss.     As  commonly  defined. 

9.  )     Gain/Loss  on  Sale  of  Assets.     As  commonly  defined. 

10.  )     Revenue  from  Commercial  Products  and  Services. 

Revenues  from  commercial  products  and  services,  whether 
related  to  an  organization's  charitable  purposes  or 
carried  on  primarily  for  profit.  Corresponding 
expenses  must  be  reported  on  Supplemental  Expense 
Schedule. 

11.  )     Other  Revenue.     Revenue  which  does  not  fall  under  any 

other  revenue  account  definition.     Note :     A  description 
of  the  revenue  type  must  be  entered  in  the  space 
provided  on  Schedule  A,  line  55. 

12.  )     Administration  Revenue.     Revenue  not  restricted  for  any 

use  or  attributable  to  any  program.     This  revenue  is 
allocated  in  accordance  with  the  instructions  for 
allocation  of  Administrative  expenses. 
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SUPPLEMENTAL  SCHEDULE  B 


The  sum  of  the  amounts  marked  by  a  (t)  must  reconcile  to  each 
column's  Total  Expenses  on  the  Statement  of  Functional  Expenses' 
totals  column,   except  as  noted  in  the  depreciation  expense 
reconciliation  note  below.     The  sum  of  lines  41,   43  and  44  for 
Administration,   Fund-Raising,  Non  Program  and  Program  Services 
columns   ("Total  All  Programs")  must  reconcile  to  the  Statement 
of  Revenue.   Expense  and  Changes  in  Fund  Balance,   totals  for  "All 
Funds  This  Year"  column,   lines  13  through  16. 

Allocation  of  Program  Support  expenses  on  line  39a  must  be  made 
in  accordance  with  GAAP  as  described  on  pages  34-38  of  this 
manual  in  the  sections  covering  Administration  Costs  and  Costs 
Which  Pertain  to  Various  Functions,  and  on  page  27  of  the  AICPA 
industry  audit  guide  Audits  of  Voluntary  Health  and  Welfare 
Organizations .     Allocation  of  Administrative  expenses  that 
pertain  to  the  "Overall  Direction"  of  the  organization  to 
programs,   line  42,  must  also  be  made  by  utilizing  the  same 
principles  as  noted  above. 

Allocating  Administration:     Administration  and  support 
(management  and  general)  costs  include  expenditures  for  the 
■Overall  Direction"  of  the  organization,  general  record  keeping, 
business  management,  budgeting,  general  board  activities,  and 
related  purposes.     Direct  supervision  of  program  services  and 
of  fund-raising  should  be  charged  to  those  functions.  "Overall 
Direction"  will  usually  include  the  salaries  and  expenses  of 
the  chief  officer  of  the  organization  and  his  or  her  staff.  If 
they  spend  a  portion  of  their  time  directly  supervising 
fund-raising  or  program  service  activities,   such  salaries  and 
expenses  should  be  prorated  among  those  functions 

Expenses  incurred  in  keeping  a  charitable  organization's  name 
before  the  public  are  not  properly  classified  as  program 
services  or  as  fund-raising  expenses  and  should  be  classified  as 
administration  expenses.     The  cost  of  disseminating  information 
to  inform  the  public  of  the  organization's  "stewardship"  of 
contributed  funds,  the  publication  of  appointments,  the  annual 
report,  etc.,  should  likewise  be  classified  as  administration 
expenses. 


CAUTION 

The  guidance  provided  above  has  been  excerpted  from  the  AICPA 
industry  audit  guide  Audits  of  Voluntary  Health  and  Welfare 
Organizations .     Administration  and  Fund-Raising  expenses  must  be 
separately  reported  from  program  services  on  the  Statement  of 
Functional  Expenses  in  accordance  with  Generally  Accepted 
Accounting  Principles.     Generally  Accepted  Accounting  Principles 
prohibit  administrative  and  fund-raising  expenses  from  being 
charged  or  allocated  to  program  services  on  the  Statement  of 
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Functional  Expenses.     The  UFR  furnishes  report  users  with  a 
general  understanding  of  the  benefit  derived  by  program  services 
from  administrative  expenses  by  charging  and  allocating  all 
administrative  expenses  to  programs  on  line  42  of  Expense 
Schedule  B. 

The  usage  methods  recommended  by  the  AVHW  guide  should  be  used 
to  allocate  the  individual  expenses  that  make  up  administration 
on  line  42  to  programs.      Usage  reports  and  time  studies  are 
utilized  when  the  usage  basis  is  used  to  determine  the  amount  of 
time  and  effort  that  administrative  staff  devote  to  the  overall 
direction  of  the  agency  and  the  extent  of  benefit 
(administrative  salaries  and  expenses)  derived  by  fund-raising 
and  program  service  activities. 

When  it  is  not  possible  to  utilize  usage  reports  and  time 
studies,  other  methods  are  acceptable  for  allocating 
administrative  expenses  on  line  42  as  follows: 

o       A  basis  of  allocation  (allocation  percentage) 

previously  established  for  expenses  that  benefit  all 
programs   (i.e.,  centralized  telephone  system  that 
benefits  all  programs) . 

o        Use  of  a  basis  that  utilizes  experience  levels 

established  for  similar  costs   (executive  director's 
salary  allocated  using  the  percentage  of  direct  care 
salaries  incurred  in  each  program) . 

Methods  of  allocation  that  utilize  budgeted  revenue,  received 
revenue,  budgeted  costs,  anticipated  contract  reimbursements  or 
received  contract  reimbursements  are  not  acceptable  or  in 
accordance  with  generally  accepted  accounting  principles. 

Provider  organizations  that  receive  federal  assistance  from  the 
Commonwealth  must  charge  or  allocate  expenses  as  explained  in 
the  Costs  Which  Pertain  to  Various  Functions'  section  of  this 
document   (page  34)   or  utilize  the  Direct  Allocation  Method  of 
OMB  Circular  A- 122  for  charging  indirect  costs  to  programs. 
These  indirect  federal  costs,  which  are  classified  as  general 
administration  and  general  expenses   (Administration) ,  as  defined 
in  paragraph  D  4  of  the  Direct  Allocation  Method  of  OMB  Circular 
A-  122,  must  also  be  prorated  or  allocated  on  line  42  of  Expense 
Schedule  B.     All  other  federal  costs  such  as  fund-raising  and 
other  direct  functions  must  be  prorated  or  directly  charged  to 
fund-raising  or  each  program  on  the  appropriate  expense  line. 
Provider  organizations  receiving  federal  assistance  directly 
from  the  federal  government  or  entities  other  than  the 
Commonwealth  may  utilize  other  allocation  methods  approved  by 
the  federal  government  or  the  other  entities  to  allocate 
indirect  costs  associated  with  federal  assistance  provided 
directly  by  the  federal  government  or  the  other  entities. 
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The  existence  of  nonreimbursable  costs,  as  contained  in  808  CMR 
1.15  and  0MB  Circular  A- 122,  must  be  disclosed  on  lines  43  and 
44  in  each  program  as  applicable  (nonreimbursable  costs  must  be 
disclosed  and  itemized  in  Subsidiary  Schedule  B-l) .  Social 
services  contract  and  agreement  reimbursements  and  federal 
assistance  may  not  be  used  to  defray  nonreimbursable  costs. 
Nonreimbursable  costs  that  exist  and  have  not  been  disclosed  are 
presumed  to  have  been  defrayed  using  Commonwealth  and  Federal 
funds.    A  full  description  and  definition  of  nonreimbursable 
costs  may  be  found  in  Massachusetts  Regulation  808  CMR  1.00, 
Section  1.15,  and  Federal  0MB  Circular  A- 122. 

Depreciation  expense  must  be  recorded  in  accordance  with  the 
depreciation  guidance  provided  below.     Lines  43  and  44,  Other 
Expense,  should  be  used  to  reconcile  the  difference  between 
depreciation  expense  on  this  schedule  and  the  depreciation 
expense  reported  in  accordance  with  GAAP  on  the  basic  financial 
statements.  This  is  required  only  when  depreciation  expense  is 
reported  on  this  schedule  in  accordance  with  Massachusetts  Code 
of  Regulation  801  CMR  1.00  and  Federal  Single  Audit  requirements 
of  0MB  Circular  A- 122.  Footnotes  should  report  the  existence  of 
any  reconciliation. 

Depreciation.     Depreciation  for  not-for-profit  organizations 
should  be  defined  and  determined  in  accordance  with  the 
recommendations  of  the  AICPA  industry  audit  guide,  Audits  of 
Voluntary  Health  and  Welfare  Organizations   (AVHW) .     The  guide 
indicates  that  the  AICPA  Accounting  Terminology  Bulletin  No.  1 
properly  defines  depreciation  and  identifies  depreciation  as  a 
means  of  allocating  and  distributing  the  cost  or  other  carrying 
value  of  tangible  capital  assets,   less  salvage,   if  any,  to 
expense  over  the  useful  life  of  such  assets,   rather  than  a  means 
of  funding  their  replacement   (replacement  accounting) . 

This  document  also  recommends  that  depreciation  should  be 
recognized  as  a  cost  of  rendering  current  services  and  should  be 
included  as  an  element  of  expense  in  the  statement  of  support, 
revenue,  and  expenses  of  the  fund  in  which  the  assets  are 
recorded  and  in  the  statement  of  functional  expenditures. 

Not-f or- Prof it  provider  organizations  with  programs  that  are 
supported  by  funding  from  the  Commonwealth  must  record 
depreciation  for  those  programs  in  accordance  with  the 
Massachusetts  Code  of  Regulation  801  CMR  1.00  and  Federal  Single 
Audit  requirements  of  0MB  Circular  A- 122  and/or  A- 21.  Programs 
which  are  not  supported  by  funding  from  the  Commonwealth  or 
Federal  Assistance  must  record  depreciation  in  accordance  with 
AVHW  recommendations,  but  may  utilize  reasonable  service  lives 
that  may  differ  from  the  801  CMR  1.00  and  0MB  Circular  A- 122 
lives.     The  Massachusetts  Code  of  Regulation  801  CMR  1.00 
subscribes  to  the  above  but  requires  that  depreciation  be 
reported  on  the  supplemental  schedules  on  a  straight- line  basis 
over  a  service  life  not  less  than  the  periods  given  below. 
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Building.  Brick  and  Wood  Frame  Construction.  Useful  life  of 
Fire  Proof /Noncombustible  Construction  is  40  years;  Exterior 
Masonry  Wall  and  Frame  Construction  is  27.5  years. 

Improvements .     Improvements  or  betterment  to  a  building 
owned  by  the  agency  which  extends  the  useful  life  of  the 
building  or  otherwise  adds  to  its  permanent  value  and  which 
individually  or  as  a  related  group  cost  in  excess  of  $500. 
Useful  life  is  20  years. 

Leasehold  Improvements .     Improvements  or  betterment  made  by 
the  operating  agency  to  a  building  leased  by  the  agency. 
NOTE :     Improvements  which  can  be  removed  without 
substantially  damaging  the  property  should  not  be  considered 
leasehold  improvements,  they  should  be  classified  as 
equipment  or  residential  furnishings.     Useful  life  is  the 
greater  of  five  (5)  years  or  the  term  of  the  lease. 

Equipment .     Capital  furnishings,  moveable  equipment  and 
fixtures  having  an  acquisition  cost   (or  fair  market  value  at 
the  time  of  donation)   in  excess  of  $500.    (or  a  related  group 
of  assets  having  an  acquisition  cost  in  excess  of  $500)  and 
a  useful  life  of  more  than  one  year.     Useful  life  is  ten 
(10)  years. 

Computer  Equipment .  Computer  equipment  has  a  useful  life  of 
five  (5)  years. 

Life  Safety  Improvements.     Building  or  leasehold 
improvements  or  equipment  acquisitions  made  solely  to 
satisfy  the  requirements  of  any  governmental  unit  regarding 
life  safety  or  physical  environment.     The  purpose  of  such 
improvements  must  be  documented.     Includes  such  items  as 
sprinklers,  fire  escapes,  alarms,  etc.     Useful  life  is  five 
(5)  years. 

Motor  Vehicles.     New  vehicles'  useful  life  is  five  (5) 
years.  Used  vehicles'  useful  life  is  three  (3)  years. 

Residential  Furnishings.     Capital  furnishings  used  by 
clients  of  a  group  home  or  community  residence  and  hence 
subject  to  heavy  wear  and  tear.     This  includes  household 
items  used  by  Day  Care  Programs  such  as  cribs,  bassinets, 
changing  tables,  etc.     Useful  life  is  three  (3)  years. 

Office  Furnishings.     Useful  life  is  seven  (7)  years. 

Please  note  that  regulations,  effective  11/20/92,  provide  for 
the  following: 

"In  circumstances  where  the  useful  life  employed  by  the  provider 
differs,  because  of  greater  or  lesser  consumption,  from  that 
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cited  herein,   the  provider  may  request  of  the  Division  an 
exception  to  the  cited  useful  life  in  the  calculation  of 
allowable  depreciation.     The  request  must  be  forwarded  to  the 
Division  in  writing  and  provide  adequate  documentation  to 
substantiate  the  request." 

ACCOUNT  DEFINITIONS  OF  EXPENSES: 

As  part  of  the  Commonwealth's  Purchase  of  Service  Pricing 
Reform  Initiative,   expense  accounts  have  been  extensively 
restructured  using  functional  component  definitions.  The 
UFR  utilizes  the  revised  account  structure  of  the  final 
version  of  the  Component  Price  Catalog. 

Successful  completion  of  the  Statement  of  Revenue  and 
Expense,  and  Changes  in  Fund  Balances;  Schedule  B: 
Supplemental  Expense  Schedule;  and  Schedule  C:  Supplemental 
Employee  Schedule,  requires  careful  adherence  to  the 
definitions  and  allocation  restrictions  established  in  the 
schedule  instructions,   expense  account  definitions  and  the 
program  components  of  the  Component  Price  Catalog.  A 
crosswalk  of  Expenses  and  Corresponding  Components  has  been 
included  in  this  document. 

As  noted  in  the  revenue  account  definition  section,  the 
imputed  value  of  donated  goods  and  services  should  be 
reported  in  the  applicable  expense  category.     Staff  assigned 
by  the  Commonwealth  to  work  in  the  provider  organization's 
programs  and  donated  space  in  state  facilities  should  be 
treated  as  donated  services  and  their  imputed  value  reported 
in  the  applicable  expense  categories.     These  imputed  values 
should  also  be  reported  in  the  Supplemental  B  and  C 
Schedules  in  the  appropriate  Employee  and  Occupancy  Expense 
categories . 

1 . )     Employee  Compensation  and  Related  Expenses. 

a)  Direct  Care/Program  Support  Staff.     Salary  wages  or 
other  nonfringe  compensation  for  the  direct  program 
positions  defined  in  the  Client  Care/Program  Staff 
section  of  the  Program  Components  appendix.  Note 
the  restrictions 

established  on  the  allocation  of  Administrative  and 
Accounting/Collections  staff   (management  and 
general  staff)   functions  which  are  primarily 
devoted  to  the  overall  direction  of  the 
organization  as  defined  in  the  Program  Component's 
appendix. 

b)  Administrative  Staff.     Salary,  wages,   or  other  non 
fringe  compensation  for  the  position  categories 
listed  on  Schedule  C:     Supplemental  Employee 
Schedule,   lines  45-52. 
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c)  Commercial  Products  &  Services  Marketing  Staff. 
Salary,  wages,   or  other  nonfringe  compensation  for 
staff  persons  whose  responsibilities  relate 
primarily  to  the  production,  marketing  and  delivery 
of  commercial  products  and  services  and  do  not 
involve,  except  incidentally,   client  care  or 
supervision. 

d)  Payroll  Taxes.     Employer's  share  of  FICA,  MUICA, 
Worker's  Compensation  Insurance,   FUTA  (in  the  case 
of  For- Profit  Providers)  and  other  payroll  taxes 
paid  on  behalf  of  the  provider  agency's  staff. 

e)  Fringe  Benefits.     Life,  disability,  health  and 
medical  insurance,  pension  and  annuity  plan 
contributions,  day  care,   tuition  benefits  and  all 
other  non- salary /wage  benefits  received  by  the 
agency  staff  as  compensation  for  their  personal 
services . 

f)  Accrual  Adjustments.     Adjustment  Account  to  record 
adjusting  entries  for  accruals  such  as  Accrued 
Vacation  Pay  and  Partial  Payroll  expenses  when 
accruals  have  not  been  included  in  other  Employee 
Compensation  &  Related  Expense  accounts. 

NOTE:     UNADJUSTED  EMPLOYEE  COMPENSATION  AND 
RELATED  EXPENSE  INFORMATION  THAT  DOES  NOT  INCLUDE 
ACCRUED  EXPENSE  INFORMATION  MAY  BE  REPORTED  FOR  a-f 
OF  THIS  CATEGORY  IF  THE  ACCRUAL  ADJUSTMENT  LINE  (f) 
IS  UTILIZED. 

2 . )  Occupancy. 

Includes  both  "Program  Facilities,"  as  defined  in  the 
Program  Component's  appendix,  and  corresponding 
Administrative,   Fund-raising,  and  Non  program 
facilities.     Note  1:     Facility  expenses  other  than 
those  meeting  the  "Program  Facilities"  component 
definition  may  not  be  directly  allocated  to  Program 
functional  centers;  2)  Additional  restrictions 
established  by  procurement  regulations   (e.g.,  Related 
Party  depreciation  and  Donated  Asset  limitations)  apply 
in  certain  circumstances .     Where  expenses  exceed 
established  limitations,  the  excess  amount  must  be 
recorded  as  Nonreimbursable  Expense  on  lines  43  and  44 
and  itemized  in  Subsidiary  Schedule  B-l. 

a)  Facility  Lease.     All  expenses  incorporated  into  a 
lease  for  facility  space. 

b)  Mortgage  Interest.     Interest  expense  associated 
with  a  mortgage  of  facility  space. 
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c)  Facility  Depreciation.     Depreciation  expense 
associated  with  facility  space  mortgaged  or  owned 
by  the  provider. 

d)  Facility  Operation/Maintenance/Furnishings . 
Includes  operation,  maintenance,  and  furnishings 
for  Program  Facilities,  as  defined  in  the  Program 
Component's  appendix,  and  corresponding 
Administrative,   Fund-raising  and  Nonprogram 
Facility  expenses.     Note ;     As  noted  for  Facility, 
direct  allocation  and  regulatory  restrictions 
apply. 

e)  Leased  Program  Equipment .     Lease  expense 
associated  with  equipment  used  in  programs  (does 
not  include  office  equipment) . 

f)  Program  Equipment  Finance  Charge.     Any  interest 
expense  associated  with  borrowing  for  the  purchase 
of  program  equipment   (does  not  include  office 
equipment) . 

g)  Program  Equipment  Depreciation.  Depreciation 
expense  associated  with  program  equipment  (does 
not  include  office  equipment) . 

h. )   Facility  General  Liability  Insurance. 

3.)     Other  Program/Operating  Expense.     Direct  program 

expenses  should  be  recorded  in  accordance  with  the 
definitions  established  in  the  Program  Components' 
appendix.     Schedule  B  also  provides  for  recording 
corresponding  nonprogrammatic  expenses  for  certain 
accounts  in  the  Administration,   Fund-raising  and 
Nonprogram  functional  centers   (i.e.,  administrative 
consultants,  data  processing  staff  training,  travel, 
meals  and  other  commercial  products  and  services) . 

Note  that  nonprogrammatic  operating  expenses  must  not 
be  directly  allocated  to  program  functional  centers. 
Note :     Schedule  B  utilizes  the  account  name  Other 
Commercial  Products  and  Services  to  encompass  program 
expenses,  other  client  wages  defined  as  "Commercial 
Income  Resources "  in  the  Program  Component ' s  appendix 
and  nonprogrammatic  commercial  products  and  services. 
Such  nonprogrammatic  operations  not  meeting  the 
Program  Component's  definition  must  be  recorded  in  the 
Administration  or  Nonprogram  Functional  Centers  as 
applicable,  matching  expenses  to  the  functional  center 
for  which  the  revenue  from  Commercial  Products  & 
Services  was  recorded. 
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a)  Direct  Care/Program  Consultants.     Includes  direct 
care  program  consultants,  as  defined  in  "Other 
Direct  Care/Program  Resources"  in  the  Program 
Component ' s  appendix . 

b)  Temporary  Help.     Includes  direct  care  specialists 
and  contracted  relief,  as  defined  in  "Other  Direct 
Care/Program  Resources"  in  the  Program  Component's 
appendix,  and  temporary  help  for  Support  Services 
functional  centers   (Administration,  Fund-raising, 
and  Nonprogram) . 

c)  Provider  Reimbursement /Stipends 

d)  Subcontracted  Direct  Care 

e)  Staff  Training 

f )  Staff  Mileage/Travel. 

g)  Meals . 

h)  Client  Transportation.     Fees  charged  by  external 
entities  to  transport  clients. 

i)  Leased  Vehicles.     Lease  expenses  associated  with 
vehicles  that  are  used  primarily  for  the  transport 
of  clients  rather  than  for  administrative 
purposes . 

j)  Vehicle  Finance  Charge.  Any  interest  expense 
associated  with  borrowing  for  the  purchase  of 
vehicles  that  are  used  primarily  to  transport 
clients  rather  than  for  administrative  purposes. 

k)     Vehicle  Depreciation.     Depreciation  expense 

associated  with  vehicles  that  are  used  primarily 
to  transport  clients  rather  than  for 
administrative  purposes. 

1)     Vehicle  Insurance.     Insurance  expense  for  vehicles 
used  primarily  to  transport  clients  rather  than 
for  administrative  purposes. 

m)  Incidental  Health/Medical  Care 

n)  Medicine /Pharmacy 

o)  Client  Personal  allowances 

p)  Provision  Material  Goods.   Services  and  Benefits 

q)  Data  Processing 
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r)     Direct  Client  Wages   (Commercial  Products  and 
Services) 

s)     Other  Commercial  Products  and  Services   (Live  Work) 

t)     Program  Supplies  &  Materials 

4.)     Administrative  Expense.     As  itemized  on  Schedule  B, 

lines  29-39,   this  category  includes  additional  expense 
accounts  for  resources  reasonably  necessary  for  the 
policy  making,  management  and  administration  of  the 
provider  organization.     These  expenses  are  associated 
with  the  "overall  direction"    of  the  organization  and 
must  be  reported  separately  on  the    Statement  of 
Functional  Expenses  and  on  Schedule  B  and  should  not 
be  directly  charged  or  allocated  to  program  services, 
fund-raising  and  nonprogram  functions.  Costs  that  are 
related  to  the  direct  supervision  of  program 
services,   fund-raising  and  nonprogram  activities 
should  be  directly  charged  or  prorated  to  those 
functions  on  the  Statement  of  Functional  Expenses  and 
Schedule  B.     These  costs  should  be  identified  with 
those  functions  by  position  title  or  type  of  expense 
(e.g.,  program  director,   legal)   or    by  utilizing  line 
39d,    "Program  Support,"  on  Schedule  B. 

a)  Officer.  Director.  Trustee  Compensation.  Salary, 
wages,   stipends  or  other  compensation  such  as  life 
or  health  insurance  paid  to  or  on  behalf  of 
officers,  directors  and  trustees  of  the 
organization. 

b)  Parent  Organization  Expense.     Any  assessment  fees 
or  allocation  of  expense  to  a  parent  organization. 

c)  Management  Fees .     Expenses  related  to  contracted 
general  management  services  such  as  accounting, 
bookkeeping,  payroll  and  billing  services  (does 
not  include  management  advisory  or  consulting 
services) . 

d)  Fund-Raising  Fees.     Expenses  directly  associated 
with  fund-raising  activity,  including  the  costs  of 
contracted  professional  fund-raising  services. 

e)  Legal  Fees .     All  fees  or  compensation  paid  by  the 
organization  for  the  legal  services  of  an  attorney 
(does  not  include  lobbying) . 

f)  Audit  Fees .     All  fees  or  compensation  paid  by  the 
organization  for  audit  and  review  services,  that 
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benefits  the  agency  as  a  whole  (externally 
mandated) ,  which  are  performed  by  an  independent 
auditor  (does  not  include  accounting  services  or 
review  services  that  are  not  performed  to  meet 
regulatory  filing  requirements) . 

g)  Investment  Fees.  All  fees  or  compensation  paid  by 
the  organization  for  the  services  of  an  investment 
broker. 

h)  Management  Consultant.     All  fees  for  management 
consultant  services. 

i)  Other  Professional  Fees.     All  fees  or  compensation 
paid  by  the  organization  for  the  services  of 
professionals  that  do  not  provide  management 
services  which  are  not  reported  elsewhere. 

j)     Leased  Office  Equipment.     All  payments  for  leased 
office  equipment   (does  not  include  program 
equipment)  . 

k)     Office  Equipment  Finance  Charge.     Any  interest 

expense  associated  with  borrowing  for  the  purchase 
of  office  equipment. 

1)     Office  Equipment  Depreciation.  Depreciation 

expense  associated  with  office  equipment  (does  not 
include  program  equipment) . 

m)     Administrative  Vehicle  Lease.     Lease  expenses 

associated  with  vehicles  that  are  used  primarily 
for  administrative  purposes  rather  than  the 
transport  of  clients. 

n)     Administrative  Vehicle  Finance  Charge  Any 

interest  expense  associated  with  borrowing  for  the 
purchase  of  vehicles  that  are  used  primarily  for 
administrative  purposes  rather  than  the  transport 
of  clients. 

o)     Administrative  Vehicle  Depreciation.  Depreciation 
expense  associated  with  vehicles  that  are  used 
primarily  for  administrative  purposes  rather  than 
the  transport  of  clients. 

p)     Administrative  Vehicle  Insurance.  Insurance 
expense  associated  with  vehicles  that  are  used 
primarily  for  administrative  purposes  rather  than 
the  transport  of  clients. 
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q)     Director  and  Officers  Insurance.  Professional 
liability  insurance  that  is  acquired  to  support 
directors  and  officers  in  their  board  governance 
and  oversight  responsibilities. 

r)     Other  Finance  Charges .     Miscellaneous  finance 
charges  not  reported  elsewhere. 

s)     Program  Support .     Expenses  of  the  chief  officer  of 
the  organization  and  his  or  her  staff,  excluding 
those  required  to  be  classified  as  "Non- 
Reimbursable  Expense,"  in  lines  43  and  44,  which 
directly  or  indirectly  pertain  to  various 
functions,  including  fund-raising,  nonprogram  and 
program  services.     These  expenses  include  the 
costs  noted  in  the  Program  Component's  appendix 
for  this  category.     Costs  that  are  related  to  the 
direct  supervision  of  program  services,  fund- 
raising  and  nonprogram  activities  should  be 
directly  charged  or  prorated  to  those  functions  on 
the  Statement  of  Functional  Expenses.     These  do 
not  include  personnel  costs  or  expenses  related  to 
the  ■overall  direction"  of  the  organization.  The 
program  support  category  (line  39a  of  Supplemental 
Schedule  B) ,  which  is  composed  of  direct  and 
indirect  costs  attributable  to  individual  programs 
rather  than  the  overall  direction  of  the  agency, 
includes  general  record  keeping,  business 
management,  budgeting,  office  supplies,  telephone, 
advertising,  professional  fees  and  other 
management  expenses  that  should  be  identified  with 
program  functions  rather  than  Administration. 

t)     Leased  Office  Program  Equipment.  Expenses 

associated  with  the  leasing  of  office  equipment 
that  is  utilized  in  programs. 

u)     Professional  Insurance.     Liability  insurance  for 
administrative  professional  staff. 

v)     Working  Capital  Interest.     Interest  expense  to 
meet  cash  flow  needs. 

w)     Other  Expense.     All  other  administrative 

(management  and  general)   costs  not  noted  in  lines 
29-39d  that  are  associated  with  the  chief  officer 
of  the  organization  and  his  or  her  staff  which  are 
related  to  the  "overall  direction"  of  the  agency, 
including  office  supplies,  equipment  and 
materials,   telephone,  postage,  printing  and 
reproduction,  advertising,  recruitment  and  other 
unitemized  nonpersonnel  administrative  expenses, 
excluding  those  required  to  be  classified  as 
"Other  Expense"  in  lines  43  and  44. 
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Administrative  costs  related  to  the  overall 
direction  of  the  organization  must  be  reported 
separately  on  the  Statement  of  Functional  Expenses 
and  on  Schedule  B  and  should  not  be  directly 
charged  or  allocated  to  program  services, 
fund-raising  and  nonprogram  functions.  Costs 
that  are  related  to  the  direct  supervision  of 
program  services,   fund-raising  and  nonprogram 
activities  should  be  directly  charged  or  prorated 
to  those  functions  on  the  Statement  of  Functional 
Expenses  and  Schedule  B.     These  costs  should  be 
specifically  identified  with  those  functions  by 
position  title  or  type  of  expense  (e.g.,  program 
director,   legal)   or  by  utilizing  line  39a, 
"Program    Support,"  on  Schedule  B. 

5.)     Non- Reimbursable  Expense,   lines  43  &  44 .     Use  of  this 
account  should  be  strictly  limited  to  State  and 
Federal  Nonreimbursable  expenses  that  are  noted  in  808 
CMR  1.00  and  0MB  Circular  A- 122.     These  include  costs 
such  as  tax  penalties,  bad  debts,  related-party 
payments  in  excess  of  procurement  regulation 
limitations,  or  other  unreasonable,  unauthorized,  or 
nonreimbursable  items.      (A  brief  description  of 
itemized  nonreimbursable  items  must  be  given  in 
Subsidiary  Schedule  B-l,   for  all  entries  on  lines  43  & 
44.  ) 

Note:     Bad  debt  expense  must  be  reported  as  an 
administrative  expense  on  the  Supplemental  Expense  Schedule 
B  and  the  Statement  of  Revenue  and  Expenses  and  Changes  in 
Fund  Balances  in  accordance  with  GAAP. 


SUPPLBMENTAT.  SCHEDULE  C 

The  amounts  marked  by  an  asterisk  (*)  must  reconcile  to  amounts 
with  the  same  account  title  on  Supplemental  Expense  Schedule  B 
totals  column. 


SUPPLEMENTAL  SCHEDULE  D 

DEFINITIONS 

Cost  Reimbursement.     A  method  of  purchasing  services  in  which 
the  provider's  actual  cost  associated  with  service  delivery,  up 
to  a  stated  maximum  amount,  is  reimbursed  by  the  purchaser. 

Negotiated  Unit  Rate.     A  method  of  purchasing  services  in  which 
the  purchaser  pays  a  predetermined  amount,  which  has  been 
negotiated  with  the  provider  agency,  upon  delivery  of  each  unit 
of  service. 
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Accommodation  Basis  Negotiated  Unit  Rate.     A  method  of 
purchasing  services  on  a  unit  rate  basis  for  reserved  use.  For 
example,  purchasing  agencies  may  purchase  the  use  of  a  bed  and 
certain  services  in  a  residential  facility  for  use  on  an 
emergency  respite  basis.     The  provider  organization  is 
reimbursed  for  the  expense  of  maintaining  the  reserved  bed  and 
services  to  be  utilized  without  regard  to  the  actual  referral  of 
clients . 

Class  Rate  Non-Negotiated  Unit  Rate.     A  type  of  unit  rate  in 
which  the  predetermined  amount  paid  per  unit  of  service  is  the 
same  for  all  providers  of  that  particular  service  or  has  been 
established  without  negotiation  (e.g.,  Chapter  766  rates). 

Accommodations  Basis  Class/Non-Negotiated  Unit  Rate.     Same  as 
Accommodation  Basis  Unit  Rate,  except  services  are  purchased 
using  the  Class  Rate  method  of  reimbursement. 

No  Publicly  Sponsored  Clients.     The  provider  agency  has  not 
entered  into  an  agreement  or  contract  to  provide  services  for 
clients  from  a  governmental  entity. 

Service  Unit.     See  Key  Concepts. 

Total  Negotiated  Program  Expense.     If  the  program  is  supported 
by  the  following  types  of  contracts,   enter  the  total  annual 
negotiated  and/or  program  cost  from  the  unit  rate  calculation 
page  or  the  cost  reimbursement  program  budget :  Cost 
Reimbursement,  Negotiated  Unit  Rate  or  Accommodations  Basis 
Negotiated  Unit  Rate. 

Enter  "N"  if  the  agency  receives  no  funding  through  governmental 
agreements  or  contracts  for  clients  receiving  services  in  the 
program,   or  the  program  is  supported  by  the  following  types  of 
contracts : 

.  Class/Non-Negotiated  Unit  Rate 

.  Accommodations  Basis  Class/Non-Negotiated  Unit  Rate. 

Defined  Unit.     If  the  units  of  service  are  undefined  in  a 
program  that  is  not  Publicly  Supported  or  in  a  Cost 
Reimbursement  contract,   enter  "N. n 

For  all  other  types  of  reimbursement,   enter:     D-Day,  H-Hour, 
M-Multiple  or,   if  other,   indicate  type   (e.g.,  "visit"). 

Hours  in  Work  Week.     Indicate  how  many  hours  a  full-time 
employee  works  in  a  week  for  each  program. 

Annual  Program  Unit  Capacity.     Annual  Program  Capacity  is  the 
maximum  number  of  service  units  the  program  can  produce  on  an 
ongoing  basis,  given  available  resources.     Many  programs  can 
accommodate  increased  service  provision  during  emergencies,  but 
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this  effort  may  not  be  sustained  over  the  long-term. 
Consequently,   the  phrase  "ongoing"  is  an  essential  element  of 
the  definition.     If  programs  are  licensed,  the  annual  program 
unit  capacity  is  generally  the  "licensed  capacity"  stated  on  an 
annualized  basis. 

Total  Units  Delivered  to  all  Clients.  The  sum  of  lines  8  and  9, 
plus  other  private  purchase  units. 

Total  Units  Delivered  To  Publicly  Sponsored  Clients.     All  units 
of  service  delivered  (not  necessarily  invoiced)  to 
government -sponsored  clients   (includes  federal,  other  states, 
cities,   towns  and  counties.) 

Total  Free  Care  Units.     Service  units  actually  delivered  by  a 
program  for  which  there  was  no  payment  received  from  any 
source.     Operating  subsidies,  grants-in-aid  or  philanthropic 
support  used  to  defray  the  cost  of  free  care  should  not  be 
treated  as  a  payment  source  unless  tied  to  specifically 
identified  clients.     Units  of  service  reimbursed  in  advance  for 
vacation,  sick  and  inclement  weather,  through  the  eighty- five 
percent   (85%)   rule,  or  similar  utilization  factor  adjustments  as 
part  of  the  rate  calculation  process,  should  not  be  treated  as 
free  care. 

Number  of  Meals.     Enter  number  of  meals  associated  with  amount 
on  line  18,  Schedule  B.     If  there  were  no  meals  served,  enter  0. 

Program  Space  Square  Footage . 

a  -  Indicate  the  appropriate  type  of  facility. 

b  -  Estimate  the  number  of  square  feet  required  for 

program    occupancy.     Do  not  include  office  space 
used  for  administrative  purposes  only.  Programs 
which  share  space  should  show  for  each  program  the 
full  amount  of  shared  space  under  the  appropriate 
program  column. 

c  -  Specify  the  number  of  rooms  or  offices  needed,  or 

the  number  of  bedrooms  for  residential  programs 
(include  room  for  overnight  staff  if  appropriate) . 


SUBSIDIARY  SCHEDULE  B-l 
ITEMIZED  NONREIMBURSABLE  COSTS 

Subsidiary  Schedule  B-l  is  prepared  only  for  programs  operated 
by  Chapter  766  approved  schools  or  purchased  by  agencies  of  the 
Commonwealth  in  which  the  provider  has  incurred  nonreimbursable 
costs.     This  means  that  preparers  are  not  required  to  disclose 
in  this  schedule  nonreimbursable  cost  activity  for  programs  that 
have  not  been  purchased  by  agencies  of  the  Commonwealth  or  are 
not  Chapter  766  approved. 
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This  Subsidiary  Schedule  supports  Supplemental  Expense  Schedule 
B  by  itemizing  the  nonreimbursable  costs  disclosed  in  lines  43 
and  44  of  Schedule  B.     In  addition,  the  Subsidiary  Schedule 
comparatively  discloses  the  program's  unrestricted  revenues  not 
derived  from  public  funds  and  restricted  revenues,  as  disclosed 
in  Supplemental  Revenue  Schedule  A,   that  the  provider's  board  of 
directors  and  the  donor  have  designated  for  use  in  defraying 
nonreimbursable  costs. 

This  information,  taken  together  with  the  auditor's  compliance 
testing  of  nonreimbursable  costs,  provides  UFR  report  users  with 
a  measure  of  assurance  that  all  nonreimbursable  costs  have  been 
defrayed  with  revenues  not  derived  from  public  funds  or 
designated  by  donors  for  other  purposes. 

By  reviewing  this  schedule,  report  users  and  the  auditor  are 
readily  able  to  determine  whether  or  not  noncompliance  findings 
are  necessary  inasmuch  as  there  was  an  adequate  or  inadequate 
level  of  unrestricted  revenues  in  the  program,  designated  by  the 
board  of  directors  and  donors,  to  defray  these  costs.     The  sum 
of  the  amounts  marked  by  a  (tt)  must  reconcile  to  similarly 
entitled  lines  43  and  44  of  each  program  and  the  Total  All 
Programs  column  on  Supplemental  Expense  Schedule  B.     The  amounts 
marked  by   (**)  may  only  be  derived  from  unrestricted  revenues 
(that  do  not  include  public  funds)   or  restricted  revenues  that 
have  been  designated  by  the  donor  for  use  in  defraying 
nonreimbursable  costs  that  have  been  reported  for  the  same 
program  in  which  the  nonreimbursable  costs  were  reported  on 
Supplemental  Expense  Schedule  B.     The  dollar  value  of  the 
unrestricted  and  donor  restricted  revenues  and  the  line  number 
that  they  were  reported  in  on  Supplemental  Revenue  Schedule  A 
must  also  be  disclosed. 

The  existence  of  nonreimbursable  costs,  as  contained  in  808  CMR 
1.15  and  0MB  Circulars  A- 21  and  A- 122,  must  be  itemized  by 
natural  classification  and  disclosed  in  the  component  and 
program  as  applicable.     Nonreimbursable  costs  that  exist  and 
have  not  been  disclosed  are  presumed  to  have  been  defrayed  using 
Commonwealth  and  Federal  funds.     A  full  description  and 
definition  of  nonreimbursable  costs  may  be  found  in 
Massachusetts  Regulation  808  CMR  1.00,  Section  1.15,  which  is 
attached  to  the  UFR  Auditor's  Compliance  Supplement,  and  Federal 
0MB  Circulars  A-21  and  A- 122. 
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REPORT  ON  THE  INTERNAL  CONTROL  STRUCTURE  BASED  ON  AN  AUDIT  OF 
FINANCIAL  STATEMENTS  PERFORMS  TK  ACCORDANCE  WITH  GOVERNMENT 

AUDITING  STANDARDS 

The  independent  auditor  must  prepare  a  written  report  on  his/her 
understanding  of  the  entity's  internal  control  structure  and  the 
assessment  of  control  risk  made  as  part  of  the  financial 
statement  audit.     This  separate  report  must  include  as  a 
minimum:      (1)   the  scope  of  the  auditor's  work  in  obtaining  an 
understanding  of  the  internal  control  structure  and  in  assessing 
the  control  risk;    (2)   the  entity's  significant  internal  controls 
or  control  structure,  including  the  controls  established  to 
ensure  compliance  with  laws  and  regulations  that  have  a  material 
impact  on  the  financial  statements;  and   (3)   the  reportable 
conditions,   including  the  identification  of  material  weaknesses, 
identified  as  a  result  of  the  auditor's  work  in  understanding 
and  assessing  the  control  risk.     Nonreportable  conditions  in  the 
audited  entity's  internal  control  structure  not  included  in  the 
required  report  must  be  separately  communicated  to  the  audited 
entity,  preferably  in  writing.     Such  control  structure 
conditions,  when  communicated  in  a  management  letter  to  top 
management,  must  be  referred  to  in  the  report  on  internal 
controls.     All  communications  must  be  documented  in  the  working 
papers.     The  single  audit  provisions  of  OMB  Circular  A- 133 
expand  upon  the  requirements  and  also  require  that  the  auditor 
determine  and  report  whether  the  entity  has  internal  controls 
that  provide  reasonable  assurance  that  it  is  managing  federal 
financial  assistance  programs  in  compliance  with  applicable  laws 
and  regulations. 

Note:     Independent  auditors  should  consult  the  "Yellow  Book" 
and  the  publications  listed  in  the  auditing  guidelines'  section 
of  these  instructions  prior  to  conducting  the  audit  and 
reporting  on  internal  controls.     DPS  strongly  encourages 
independent  auditors  to  consult  the  AICPA  Statement  of  Position 
92-9  "Audits  of  Not-f or- Prof it  Organizations  Receiving  Federal 
Awards"  prior  to  conducting  and  reporting  on  a  single  audit 
performed  in  accordance  with  OMB  Circular  A- 133. 

The  Report  on  Internal  Controls  and  reportable  conditions  must 
be  prepared  in  accordance  with  the  third  supplemental  reporting 
standard  for  government  financial  audits  of  Generally  Accepted 
Government  Auditing  Standards  and  the  AICPA  Statement  on 
Auditing  Standards   (SAS)  No.  68. 

These  standards  provide  for  separate  communication  of 
nonreportable  conditions  in  an  audited  entity's  internal  control 
structure,  preferably  in  writing,  to  top  management.  All 
communications  must  be  documented  in  the  working  papers.  The 
following  is  a  Sample  Report  on  Internal  Controls  for  an  audit 
conducted  in  accordance  with  GAGAS . 
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TO  BE  COMPLETED  BY  THE  INDEPENDENT  AUDITOR 

SAMPLE 


Report  on  the  Internal  Control  Structure  Based  on  an  Audit  of 
Financial  Statements  Performed  in 
Accordance  with  Government  Auditing  Standards 


[Addressee] 

"We  have  audited  the  financial  statements  of   fname  of 
organization]   as  of  and  for  the  year  ended  June  30,   19XX,  and 
have  issued  our  report  thereon  dated  August  15,   19XX  (see  note 
1)  . 

We  conducted  our  audit  in  accordance  with  generally  accepted 
auditing  standards  and  Government  Auditing  Standards,   issued  by 
the  Comptroller  General  of  the  United  States.     Those  standards 
require  that  we  plan  and  perform  the  audit  to  obtain  reasonable 
assurance  about  whether  the  financial  statements  are  free  of 
material  misstatement. 

In  planning  and  performing  our  audit  of  the  financial  statements 
of   [name  of  organization]   for  the  year  ended  June  30,  19XX,  we 
considered  its  internal  control  structure  in  order  to  determine 
our  auditing  procedures  for  the  purpose  of  expressing  our 
opinion  on  the  financial  statements  and  not  to  provide  assurance 
on  the  internal  control  structure. 

The  management  of   [name  of  organization]   is  responsible  for 
establishing  and  maintaining  an  internal  control  structure.  In 
fulfilling  this  responsibility,  estimates  and  judgments  by 
management  are  required  to  assess  the  expected  benefits  and 
related  costs  of  internal  control  structure  policies  and 
procedures.     The  objectives  of  an  internal  control  structure  are 
to  provide  management  with  reasonable,  but  not  absolute, 
assurance  that  assets  are  safeguarded  against  loss  from 
unauthorized  use  or  disposition,  and  that  transactions  are 
executed  in  accordance  with  management's  authorization  and 
recorded  properly  to  permit  the  preparation  of  financial 
statements  in  accordance  with  generally  accepted  accounting 
principles.     Because  of  inherent  limitations  in  any  internal 
control  structure,  errors  or  irregularities  may  nevertheless 
occur  and  not  be  detected.     Also,  projection  of  any  evaluation 
of  the  structure  to  future  periods  is  subject  to  the  risk  that 
procedures  may  become  inadequate  because  of  changes  in 
conditions  or  that  the  effectiveness  of  the  design  and  operation 
of  policies  and  procedures  may  deteriorate. 

For  the  purpose  of  this  report,  we  have  classified  the 
significant  internal  control  structure  policies  and  procedures 
in  the  following  categories   (see  note  2) . 
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(Source  of  Categories  from  the  "Yellow  Book") 

1.  Cycles  of  the  Agency's  Activity 

-  Revenues  and  Receipts 

-  Purchases  and  Disbursements 

-  External  Financial  Reporting 

2.  Financial  Statement  Captions 

-  Cash 

-  Receivables 

-  Property  and  Equipment 

-  Payables  and  Accrued  Liabilities 

-  Fund  Balances 

3.  Accounting  Applications 

-  Billings 

-  Receivables 

-  Cash  Receipts 

-  Accounts  Payable 

-  Cash  Disbursements 

-  Payroll 

-  General  Ledger 

4.  Controls  used  in  administering  compliance  with 
laws  and  regulations. 

-  General  controls 

-  Specific  Controls 

For  all  of  the  internal  control  structure  categories  listed 
above,  we  obtained  an  understanding  of  the  design  of  relevant 
policies  and  procedures  and  whether  they  have  been  placed  in 
operation,  and  we  assessed  control  risk. 

We  noted  certain  matters  involving  the  internal  control 
structure  and  its  operation  that  we  consider  to  be  reportable 
conditions  under  standards  established  by  the  American  Institute 
of  Certified  Public  Accountants.     Reportable  conditions  involved 
matters  coming  to  our  attention  relating  to  significant 
deficiencies  in  the  design  or  operation  of  the  internal  control 
structure  that,  in  our  judgment,  could  adversely  affect  the 
organization's  ability  to  record,  process,  summarize,  and  report 
financial  data  in  a  manner  that  is  consistent  with  the 
assertions  of  management  in  the  financial  statements   (see  note 
3)  . 

["Include  paragraphs  to  describe  the  reportable  conditions 
noted. ) 

A  material  weakness  is  a  reportable  condition  in  which  the 
design  or  operation  of  one  or  more  of  the  internal  control 
structure  elements  does  not  reduce  to  a  relatively  low  level  the 
risk  that  errors  or  irregularities  in  amounts  that  would  be 
material  in  relation  to  the  financial  statements  being  audited 
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may  occur  and  not  be  detected  within  a  timely  period  by 
employees  in  the  normal  course  of  performing  their  assigned 
functions . 

Our  consideration  of  the  internal  control  structure  would  not 
necessarily  disclose  all  matters  in  the  internal  control 
structure  that  might  be  reportable  conditions  and,  accordingly, 
would  not  necessarily  disclose  all  reportable  conditions  that 
are  also  considered  to  be  material  weaknesses  as  defined  above. 
However,  we  believe  none  of  the  reportable  conditions  described 
above  is  a  material  weakness . 

We  also  noted  other  matters  involving  the  internal  control 
structure  and  its  operation  that  we  have  communicated  to  the 
management  of   fname  of  organization!   in  a  separate  letter  dated 
August  15,   19XX   (see  note  4) . 

This  report  is  intended  for  the  information  of  the  audit 
committee,  management,  and  The  Commonwealth  of  Massachusetts 
Division  of  Purchased  Services.     However,  this  report  is  a 
matter  of  public  record  and  its  distribution  is  not  limited. 

[Signature! 

[Date] 


Notes : 

1.  Describe  any  departure  from  the  standard  report. 

2.  See  paragraph  7.7  of  AICPA  Statement  of  Position 
92-9  . 

3.  Paragraph  17  of  SAS  No.  60,  Communication  of 
Internal  Control  Structure  Related  Matters  Noted 
in  a  Financial  Statement  Audit,  prohibits  the 
auditor  from  issuing  a  written  report  representing 
that  no  reportable  conditions  were  noted  during 
the  audit.     When  the  auditor  notes  no  reportable 
conditions  during  an  audit,  he  or  she  may  issue  a 
report,  such  as  the  following,  to  satisfy  the 
requirements  of  Government  Auditing  Standards . 

[The  first  through  the  fifth  paragraphs  of  the 
report  are  the  same  as  those  illustrated  above] 

Our  consideration  of  the  internal  control  structure  would  not 
necessarily  disclose  all  matters  in  the  internal  control 
structure  that  might  be  material  weaknesses  under  standards 
established  by  the  American  Institute  of  Certified  Public 
Accountants.     A  material  weakness  is  a  condition  in  which 
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the  design  or  operation  of  one  or  more  of  the  internal  control 
structure  elements  does  not  reduce  to  a  relatively  low  level  the 
risk  that  errors  or  irregularities  in  amounts  that  would  be 
material  in  relation  to  the  financial  statements  being  audited 
may  occur  and  not  be  detected  within  a  timely  period  by 
employees  in  the  normal  course  of  performing  their  assigned 
functions.     We  noted  no  matters  involving  the  internal  control 
structure  and  its  operations  that  we  consider  to  be  material 
weaknesses  as  defined  above. 

[The  last  two  paragraphs  of  the  report  are 
the  same  as  that  illustrated  above.] 

4.  If  a  separate  letter  has  not  been  issued,  this 

paragraph  should  be  omitted. 

Note:      DPS  strongly  encourages  independent  auditors  to  consult 
the  AICPA  Statement  of  Position  92-9  "Audits  of 
Not-f or- Prof it  Organizations  Receiving  Federal  Awards , ■ 
which  is  the  source  for  this  sample,  prior  to  conducting 
and  reporting  on  a  single  audit  performed  in  accordance 
with  the  single  audit  provisions  of  OMB  Circular  A- 13 3, 
"Audits  of  Institutions  of  Higher  Education  and  Other 
Nonprofit  Organizations . " 

REPORT  ON  COMPLIANCE 

The  independent  auditor  must  prepare  a  written  report  on  his/her 
tests  of  compliance  with  applicable  laws  and  regulations.  This 
separate  report  must  contain  a  statement  of  positive  assurance 
on  those  items  which  were  tested  for  compliance,  and  negative 
assurance  on  those  items  not  tested.     It  must  include  all 
material  instances  of  noncompliance  and  all  instances  or 
indications  of  illegal  acts  which  could  result  in  criminal 
prosecution.     Instances  of  noncompliance  with  laws  and 
regulations  that  are  nonmaterial  from  a  quantitative  and 
qualitative  perspective  must  be  reported  to  top  management  in  a 
separate  communication,  preferably  in  writing  (management 
letter) .     If  applicable,  the  compliance  report  must  state  that 
the  auditors  found  instances  of  nonmaterial  noncompliance  with 
laws  and  regulations  that  are  being  separately  reported  to 
management.     All  communications  must  be  documented  in  the 
working  papers.     The  single  audit  provisions  of  OMB  Circular 
A- 133  include  additional  reporting  requirements  for  instances  of 
noncompliance  with  laws  and  regulations  which  should  be 
consulted  for  single  audits. 

Note:     Independent  auditors  should  consult  the  "Yellow  Book" 
and  the  publications  listed  in  the  auditing  guidelines'  section 
of  these  instructions  prior  to  performing  the  audit  and 
reporting  on  compliance.    DPS  strongly  encourages  independent 
auditors  to  consult  the  AICPA  Statement  of  Position  92-9 
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■Audits  of  Not-f  or- Prof  it  Organizations  Receiving  Federal 
Awards"  prior  to  conducting  and  reporting  on  a  single  audit 
performed  in  accordance  with  OMB  Circular  A- 133. 

Independent  Auditors  Report  on  Compliance.     The  Report  on 
Compliance  and  reportable  conditions  must  be  prepared  in 
accordance  with  the  second  supplemental  reporting  standard  for 
government  financial  audits  of  Generally  Accepted  Government 
Auditing  Standards  and  the  AICPA  Statement  on  Auditing  Standards 
(SAS)   No.  68. 

These  standards  provide  for  separate  communication  of 
nonmaterial  instances  of  noncompliance  of  the  audited  entity, 
preferably  in  writing,   to  top  management.     All  communications 
must  be  documented  in  the  working  papers.     The  following  are 
Sample  Reports  on  Compliance  for  an  audit  conducted  in 
accordance  with  GAGAS . 


SAMPLE 

TO  BE  COMPLETED  BY  THE  INDEPENDENT  AUDITOR 

Report  on  Compliance  With  Laws,  Regulations,  Contracts, 
and  Grants  Based  on  an  Audit  of  Financial  Statements 
Performed  in  Accordance  With  GAGAS  When  the 
Auditor's  Procedures  Disclose  No  Material 
Instances  of  Noncompliance 


[Addressee] 


We  have  audited  the  financial  statements  of   fname  of 
organization!   as  of  and  for  the  year  ended  June  30,   19XX,  and 
have  issued  our  report  thereon  dated  August  15,   19XX  (see 
note  1) . 

We  conducted  our  audit  in  accordance  with  generally  accepted 
auditing  standards  and  Government  Auditing  Standards,   issued  by 
the  Comptroller  General  of  the  United  States.     Those  standards 
require  that  we  plan  and  perform  the  audit  to  obtain  reasonable 
assurance  about  whether  the  financial  statements  are  free  of 
material  misstatement . 

Compliance  with  laws,  regulations,   contracts,  and  grants 
applicable  to   [name  of  organization!   is  the  responsibility  of 
[name  of  organization! ' s  management .     As  part  of  obtaining 
reasonable  assurance  about  whether  the  financial  statements  are 
free  of  material  misstatement,  we  performed  tests  of   fname  of 
organization! '  s  compliance  with  certain  provisions  of  laws, 
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regulations,   contracts,  and  grants.     However,   the  objective  of 
our  audit  of  the  financial  statements  was  not  to  provide  an 
opinion  on  overall  compliance  with  such  provisions. 
Accordingly,  we  do  not  express  such  an  opinion. 

The  results  of  our  tests  indicate  that,  with  respect  to  the 
items  tested,    [name  of  organization!   complied,   in  all  material 
respects,  with  the  provisions  referred  to  in  the  preceding 
paragraph.     With  respect  to  items  not  tested,  nothing  came  to 
our  attention  that  caused  us  to  believe  that  [name_of 
organization 1   had  not  complied,   in  all  material  respects,  with 
those  provisions   (see  note  2) . 

This  report  is  intended  for  the  information  of  the  audit 
committee,  management,  and  The  Commonwealth  of  Massachusetts 
Division  of  Purchased  Services.     However,   this  report  is  a 
matter  of  public  record  and  its  distribution  is  not  limited. 


rsianaturel 
[Date] 


Notes : 

1.  Describe  any  departure  from  the  standard  report. 

2.  If  the  auditor  determines  noncompliance  is 
pervasive  and  he  or  she  is  not  able  to  provide 
negative  assurance,  the  auditor's  report  should 
consist  of  the  following: 

[First  three  paragraphs  as  illustrated  above.] 

The  results  of  our  tests  indicate  that,  with  respect  to  the 
items  tested,  the   [name  of  organization]   complied  with  those 
laws  and  regulations  referred  above,  except  as  described  in  the 
attached  schedule.     However,  the  extent  of  noncompliance  noted 
in  our  testing  indicates  that,  with  respect  to  items  that  were 
not  tested  by  us,  there  is  more  than  a  relatively  low  risk  that 
the   [name  of  organization]  may  not  have  complied  with  the 
provisions  referred  to  in  the  preceding  paragraph.  These 
matters  were  considered  by  us  in  evaluating  whether  the  basic 
financial  statements  are  presented  fairly  in  conformity  with 
generally  accepted  accounting  principles. 

[Last  paragraph  as  illustrated  above.] 

Note:        DPS  strongly  encourages  independent  auditors  to  consult 
the  AICPA  Statement  of  Position  92-9  "Audits  of 
Not-f or- Prof it  Organizations  Receiving  Federal  Awards," 
which  is  the  source  for  this  sample,  prior  to 
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conducting  and  reporting  on  a  single  audit  performed  in 
accordance  with  the  single  audit  provisions  of  OMB  Circular 
A- 133,   "Audits  of  Institutions  of  Higher  Education  and  Other 
Nonprofit  Organizations . ■ 


SAMPLE 

TO  BE  COMPLETED  BY  THE  INDEPENDENT  AUDITOR 


Report  on  Compliance  With  Laws,  Regulations,  Contracts, 
and  Grants  Based  on  an  Audit  of  Financial  Statements 
Performed  in  Accordance  With  GAGAS  When  Material 
Instances  of  Noncompliance  Exist 


[Addressee! 


We  have  audited  the  financial  statements  of  [name_of 
organization 1 ,   as  of  and  for  the  year  ended  June  30,   19XX,  and 
have  issued  our  report  thereon  dated  August  15,   19XX  (see  note 
1)  . 

We  conducted  our  audit  in  accordance  with  generally  accepted 
auditing  standards  and  Government  Auditing  Standards,   issued  by 
the  Comptroller  General  of  the  United  States.     Those  standards 
require  that  we  plan  and  perform  the  audit  to  obtain  reasonable 
assurance  about  whether  the  financial  statements  are  free  of 
material  misstatement. 

Compliance  with  laws,  regulations,   contracts,  and  grants 
applicable  to  rname  of  organization!   is  the  responsibility  of 
rname  of  organization] ' s  management .     As  part  of  obtaining 
reasonable  assurance  about  whether  the  financial  statements  are 
free  of  material  misstatement,  we  performed  tests  of   rname  of 
organization] 's  compliance  with  certain  provisions  of  laws, 
regulations,   contracts,  and  grants.     However,  the  objective  of 
our  audit  of  the  financial  statements  was  not  to  provide  an 
opinion  on  overall  compliance  with  such  provisions. 
Accordingly,  we  do  not  express  such  an  opinion. 

Material  instances  of  noncompliance  are  failures  to  follow 
requirements,  or  violations  of  prohibitions,  contained  in  laws, 
regulations,   contracts,  or  grants  that  cause  us  to  conclude  that 
the  aggregation  of  the  misstatements  resulting  from  those 
failures  or  violations  is  material  to  the  financial  statements. 
The  results  of  our  tests  of  compliance  disclosed  the  following 
material  instances  of  noncompliance,  the  effects  of  which  have 
been  corrected  in   rname  of  organization! ' s  19XX  financial 
statements . 

[Include  paragraphs  describing  the  material  instances  of 

noncompliance  noted.] 
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We  considered  these  material  instances  of  noncompliance  in 
forming  our  opinion  on  whether   [names  of  organization! ' s  19XX 
financial  statements  are  presented  fairly,  in  all  material 
respects,   in  conformity  with  generally  accepted  accounting 
principles,  and  this  report  does  not  affect  our  report  dated 
August  15,   19XX,   on  those  financial  statements. 

Except  as  described  above,  the  results  of  our  tests  of 
compliance  indicate  that,  with  respect  to  the  items  tested, 
[name  of  organization!   complied,   in  all  material  respects,  with 
the  provisions  referred  to  in  the  third  paragraph  of  this 
report;  and,  with  respect  to  items  not  tested,  nothing  came  to 
our  attention  that  caused  us  to  believe  that   [name  of 
organization!   had  not  complied,   in  all  material  respects,  with 
those  provisions   (see  note  2) . 

This  report  is  intended  for  the  information  of  the  audit 
committee,  management,  and  The  Commonwealth  of  Massachusetts 
Division  of  Purchased  Services.     However,   this  report  is  a 
matter  of  public  record  and  its  distribution  is  not  limited. 

[Signature! 

[pate] 


Notes : 

1.  Describe  any  departure  from  the  standard  report. 

2.  If  there  is  pervasive  noncompliance  and  negative 
assurance  cannot  be  provided,  the  report  should  be 
modified  as  follows: 

[First  three  paragraphs  as  illustrated  above.] 

The  results  of  our  tests  indicate  that,  with  respect  to  the 
items  tested,  the   [name  of  organization]   complied  with  those 
laws  and  regulations  referred  above,  except  as  described  in  the 
attached  schedule.     However,  the  extent  of  noncompliance  noted 
in  our  testing  indicates  that,  with  respect  to  items  that  were 
not  tested  by  us,  there  is  more  than  a  relatively  low  risk  that 
the   [name  of  organization]  may  not  have  complied  with  the 
provisions  referred  to  in  the  preceding  paragraph.  These 
matters  were  considered  by  us  in  evaluating  whether  the  basic 
financial  statements  are  presented  fairly  in  conformity  with 
generally  accepted  accounting  principles. 

[Last  paragraph  as  illustrated  above.] 

Note:        DPS  strongly  encourages  Independent  auditors  to  consult 
the  AICPA  Statement  of  Position  92-9  'Audits  of 
Not-f or- Prof it  Organizations  Receiving  Federal  Awards", 
which  is  the  source  for  this  sample,  prior  to 
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conducting  and  reporting  on  a  single  audit  performed  in 
accordance  with  the  single  audit  provisions  of  OMB 
Circular  A- 13 3,   "Audits  of  Institutions  of  Higher 
Education  and  Other  Nonprofit  Organizations." 


SAMPLE 

TO  BE  COMPLETED  BY  THE  INDEPENDENT  AUDITOR 


Report  on  Compliance  With  Laws,  Regulations,  Contracts, 
and  Grants  Based  on  an  Audit  of  Financial  Statements 
Performed  in  Accordance  With  GAGAS  When  Uncertainty 
About  the  Effects  of  Noncompliance  Exists 


[Addressee! 


We  have  audited  the  financial  statements  of   fname  of 
organization 1 ,  as  of  and  for  the  year  ended  June  30,   19XX,  and 
have  issued  our  report  thereon  dated  August  15,   19XX   (see  note 
1)  . 

We  conducted  our  audit  in  accordance  with  generally  accepted 
auditing  standards  and  Government  Auditing  Standards,   issued  by 
the  Comptroller  General  of  the  United  States.     Those  standards 
require  that  we  plan  and  perform  the  audit  to  obtain  reasonable 
assurance  about  whether  the  financial  statements  are  free  of 
material  misstatement. 

Compliance  with  laws,  regulations,  contracts,  and  grants 
applicable  to   fname  of  organization 1   is  the  responsibility  of 
fname  of  organization 1 ' s  management .     As  part  of  obtaining 
reasonable  assurance  about  whether  the  financial  statements  are 
free  of  material  misstatement,  we  performed  tests  of   fname  of 
organization] ] 's  compliance  with  certain  provisions  of  laws, 
regulations,   contracts,  and  grants.     However,  the  objective  of 
our  audit  of  financial  statements  was  not  to  provide  an  opinion 
on  overall  compliance  with  such  provisions.     Accordingly,  we  do 
not  express  such  an  opinion. 

Material  instances  of  noncompliance  are  failures  to  follow 
requirements,  or  violations  of  prohibitions,  contained  in  laws, 
regulations,  contracts,  or  grants  that  cause  us  to  conclude  that 
the  aggregation  of  the  misstatements  resulting  from  those 
failures  or  violations  is  material  to  the  financial  statements. 
The  results  of  our  tests  of  compliance  disclosed  the  following 
instances  of  noncompliance,   the  effects  of  which  may  be  material 
to  the  financial  statements  but  for  which  the  ultimate 
resolution  cannot  presently  be  determined.     Accordingly,  no 
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provision  for  any  liability  that  may  result  has  been  recognized 
in  fname  of  organization! ' s  19XX  financial  statements 
(see  note  2) . 

[Include  paragraphs  describing  the  instances 
of  noncompliance  noted.] 

We  consider  these  instances  of  noncompliance  in  forming  our 
opinion  on  whether   fname  of  organization! ' s  19XX  financial 
statements  are  presented  fairly,  in  all  material  respects,  in 
conformity  with  generally  accepted  accounting  principles,  and 
this  report  does  not  affect  our  report  dated  August  15,   19XX,  on 
those  financial  Statements. 

Except  as  described  above,   the  results  of  our  tests  of 
compliance  indicate  that,  with  respect  to  the  items  tested, 
fname  of  organization!   complied,   in  all  material  respects,  with 
the  provisions  referred  to  in  the  third  paragraph  of  this 
report;  and,  with  respect  to  items  not  tested,  nothing  came  to 
our  attention  that  caused  us  to  believe  that   (name  or 
organization!  had  not  complied,   in  all  material  respects,  with 
those  provisions. 

This  report  is  intended  for  the  information  of  the  audit 
committee,  management,  and  The  Commonwealth  of  Massachusetts 
Division  of  Purchased  Services.     However,   this  report  is  a 
matter  of  public  record  and  its  distribution  is  not  limited. 


[Signature! 
[Date] 


Notes : 

1.  Describe  any  departure  from  the  standard  report. 

2.  The  effect  of  the  instances  of  noncompliance  is 
considered  when  reporting  on  the  basic  financial 
statements,   if  material  to  the  basic  financial 
statements,  an  explanatory  paragraph  similar  to 
the  following  should  be  inserted  in  the  opinion 
paragraph  in  the  auditor's  report  on  the  financial 
statements : 

As  discussed  in  note  X,    [name  of  organization]   failed  to  comply 
with  certain  requirements  applicable  to  the  state  and  federal 
awards  programs  in  which  it  participates.     The  financial 
statements  do  not  include  an  adjustment  for  any  liability  that 
may  result  from  the  actions  of  the  organization  and  state  and 
federal  agencies  relative  to  these  instances  of  noncompliance. 

Auditors  should  be  aware  that  instances  of  noncompliance  may  be 
material,  either  individually  or  in  aggregate,  warranting  an 
adverse  opinion  on  the  financial  statements. 
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Note:        DPS  strongly  encourages  independent  auditors  to  consult 
the  AICPA  Statement  of  Position  92-9  "Audits  of 
Not -for- Profit  Organizations  Receiving  Federal  Awards", 
which  is  the  source  for  this  sample,  prior  to 
conducting  and  reporting  on  a  single  audit  performed  in 
accordance  with  the  single  audit  provisions  of  OMB 
Circular  A- 133,   "Audits  of  Institutions  of  Higher 
Education  and  Other  Nonprofit  Organizations . ■ 


SAMPLE 

TO  BE  COMPLETED  BY  THE  INDEPENDENT  AUDITOR 


Report  on  Compliance  With  Laws,  Regulations,  Contracts, 
and  Grants  Based  on  an  Audit  of  Financial  Statements 
Performed  in  Accordance  With  GAGAS  When  the  Auditor  Decides  Not 
to  Perform  Any  Tests  of  Compliance  (see  note  1) 


f Addressee! 


We  have  audited  the  financial  statements  of  [name_of 
organization! ,  as  of  and  for  the  year  ended  June  30,   19XX,  and 
have  issued  our  report  thereon  dated  August  15,   19XX  (see  note 
2)  . 

We  conducted  our  audit  in  accordance  with  generally  accepted 
auditing  standards  and  Government  Auditing  Standards,   issued  by 
the  Comptroller  General  of  the  United  States.     Those  standards 
require  that  we  plan  and  perform  the  audit  to  obtain  reasonable 
assurance  about  whether  the  financial  statements  are  free  of 
material  misstatement. 

Compliance  with  laws,   regulations,   contracts,  and  grants 
applicable  to   fname  of  organization!   is  the  responsibility  of 
[name  of  organization! ' s  management .     As  part  of  our  audit ,  we 
assessed  the  risk  that  noncompliance  with  certain  provisions  of 
laws,  regulations,   contracts,  and  grants  could  cause  the 
financial  statements  to  be  materially  misstated.     We  concluded 
that  the  risk  of  such  material  misstatement  was  sufficiently  low 
that  it  was  not  necessary  to  perform  tests  of   fname  of 
organization! '  s  compliance  with  such  provisions  of  laws, 
regulations,   contracts,  and  grants. 

However,   in  connection  with  our  audit,  nothing  came  to  our 
attention  that  caused  us  to  believe  that   fname  of  organization! 
had  not  complied,   in  all  material  respects,  with  the  laws, 
regulations,   contracts,  and  grants  referred  to  in  the  preceding 
paragraph. 
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This  report  is  intended  for  the  information  of  the  audit 
committee,  management,  and  The  Commonwealth  of  Massachusetts 
Division  of  Purchased  Services.     However,   this  report  is  a 
matter  of  public  record  and  its  distribution  is  not  limited. 


[Signature] 


[Date] 


Notes: 

1.  This  report  is  only  appropriate  in  rare 
circumstances,  based  on  assessments  of 
materiality  and  audit  risk,  where  the  auditor  may 
decide  not  to  perform  any  tests  of  compliance 
with  provisions  of  laws,  regulations,  contracts, 
and  grants.    (See  paragraph  7.27  of  The  AICPA 
Statement  of  Position  92-9  for  discussion  of 
dating  of  reports.) 

2.  Describe  any  departure  from  the  standard  report. 

Note:      DPS  strongly  encourages  independent  auditors  to  consult 
the  AICPA  Statement  of  Position  92-9  "Audits  of 
Not -for- Profit  Organizations  Receiving  Federal  Awards", 
which  is  the  source  for  this  sample,  prior  to  conducting 
and  reporting  on  a  single  audit  performed  in  accordance 
with  the  single  audit  provisions  of  OMB  Circular  A- 133 
"Audits  of  Institutions  of  Higher  Education  and  Other 
Nonprofit  Organizations." 
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PROVIDER  ORGANIZATION' S  RESPONSE  TO  AUDITOR'S  REPORT 


This  page  affords  an  opportunity  for  the  provider  organization 
to  respond  to  or  comment  upon  any  matter  included  in  the  Report 
and  is  prepared  by  the  organization  as  an  optional  response  to 
the  auditor's  reports.     The  provider  organization's  management 
is  encouraged  to  provide  UFR  report  users,   including  the 
provider's  board  of  directors,  with  pertinent  facts  and  insight 
concerning  internal  control  and  compliance  findings  appearing  in 
the  auditor's  reports. 


ACKNOWLEDGMENT  OF  THE  BOARD  OF  DIRECTORS 

The  board  of  directors  must  acknowledge  receipt  and  review  of 
the  Uniform  Financial  Statements  and  Independent  Auditor's 
Report   (UFR) .     The  acknowledgments  must  be  accomplished  through 
a  vote  of  the  board  of  directors  to  recognize  and  accept  the 
representations  of  management  and  the  expression  of  opinions  by 
the  Independent  Auditor  as  embodied  in  the  UFR.     The  board  of 
directors  must  also  certify  under  pains  and  penalties  of  perjury 
and  to  the  best  of  the  members  of  the  board  of  directors' 
knowledge,   that  all  material   (as  defined  by  GAGAS)   related  party 
disclosures  have  been  made  by  management  in  the  notes  to  the 
financial  statements  and  schedules  of  the  UFR.     A  representation 
letter  on  the  organization's  stationary,  addressed  to  the 
independent  auditor,  must  be  utilized  to  accomplish  this 
acknowledgment.     A  sample  of  the  narrative  of  the  representation 
letter,  which  contains  the  minimum  essential  elements  necessary 
to  fulfill  this  requirement,  has  been  included  in  the  forms 
package . 


AUDITING  GUIDELINES 

The  audit  must  be  conducted  in  accordance  with  Generally 
Accepted  Government  Auditing  Standards   (GAGAS) ,  which 
incorporates  the  AICPA  standards  for  field  work  and  reporting  of 
Generally  Accepted  Auditing  Standards   (GAAS) .     The  AICPA 
requires  the  public  accountant  to  state  in  the  Independent 
Auditor's  Report  that  the  audit  was  made  in  accordance  with 
Generally  Accepted  Auditing  Standards.     Auditors  should  review 
the  additional  requirements  of  GAGAS  that  are  contained  in  the 
"Yellow  Book"  prior  to  beginning  the  audit.  Particular 
attention  should  be  paid  to  the  GAGAS  General  Standards  and 
Field  Work  and  Reporting  Standards  for  GAGAS  Financial  Audits. 
In  performing  an  audit  in  accordance  with  GAAS  and  GAGAS,  the 
auditor  assumes  certain  audit  and  reporting  responsibilities. 

The  first  standard  of  field  work  of  GAAS  requires  that  the  work 
is  to  be  adequately  planned  and  the  first  supplemental  planning 
field  work  standard  of  GAGAS  requires  that  planning  should 
include  consideration  of  the  audit  requirements  of  all  levels  of 
government.     Also,   the  third  general  standard  of  GAGAS  states 
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that  due  professional  care  should  be  used  in  conducting  the 
audit  and  in  preparing  related  reports.     In  planning  the  audit, 
the  auditor  should  consider  and  obtain  a  knowledge  of  matters 
that  relate  to  the  nature  of  the  entity's  business  and  its 
operating  characteristics.     Such  matters  include,   for  example, 
the  type  of  business,   services,   related  parties  and  methods  of 
compensation.     The  auditor  should  also  consider  matters 
affecting  the  industry  in  which  the  entity  operates,   such  as 
economic  conditions,  government  regulations  and  changes  in 
technology  and  practices,  as  they  relate  to  his  audit.  Other 
matters  such  as  accounting  practices  common  to  the  industry, 
competitive  conditions,  and,  if  available,  financial  trends  and 
ratios  should  be  considered  by  the  auditor. 

Knowledge  of  an  entity's  business  is  ordinarily  obtained  through 
experience  with  the  entity  or  its  industry  and  inquiry  of 
personnel  of  the  entity.     Working  papers  from  prior  years  may 
contain  useful  information  about  the  nature  of  the  business, 
organizational  structure,  operating  characteristics,  and 
transactions  that  may  require  special  consideration.  Other 
sources  an  auditor  may  consult  include  AICPA  accounting  and 
audit  guides,   industry  publications,  textbooks,  periodicals,  and 
individuals'  knowledgeable  about  the  industry. 

In  planning  the  GAAS,  GAGAS  and  Federal  Single  audit  engagement 
of  a  provider  organization,  the  independent  auditor  should 
consult : 

(1)  AICPA  industry  audit  guide  Audits  of  Voluntary  Health 
and  Welfare  Organizations 

(2 )  Standards  of  Accounting  and  Financial  Reporting  for 
Voluntary  Health  and  Welfare  Organizations.  "Black 
Book,  11  Revised  1988  -  Third  Edition  of  the  National 
Health  Council.   Inc. ,  National  Assembly  of  National 
Voluntary  Health  and  Social  Welfare  Organizations. 
Inc. ,  and  United  Way  of  America 

(3)  AICPA,  "SAS  53,  The  Auditor's  Responsibility  to  Detect 
and  Report  Errors  and  Irregularities"  (Supersedes  SAS 
16  for  fiscal  years  beginning  1/1/89) 

(4)  AICPA,    "SAS  54,   Illegal  Acts  by  Clients"  (Supersedes 
SAS  17  for  fiscal  years  beginning  1/1/89) 

(5)  AICPA,    "SAS  68,   Compliance  Auditing  Applicable  to 
Governmental  Entities  and  Other  Recipients  of 
Governmental  Financial  Assistance"   (Supersedes  SAS 
63.) 

(6)  AICPA,  Statement  of  Position  92-9  "Audits  of 
Not- for- Prof it  Organizations  Receiving  Federal 
Awards . " 
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(7)  Financial  Accounting  Standards  Board   (FASB)  Current 
Text 

(8)  AICPA  Professional  Standards 

(9)  Comptroller  General  of  the  United  States,  Government 
Auditing  Standards  -  Standards  for  Audit  of 
Governmental  Organizations,   Programs,  Activities  and 
Functions   (19  88) 

(10)  Circular  A- 110:     Uniform  Requirements  For  Audits  of 
Institutions  of  Higher  Education,  Hospitals  and  Other 
Non- Prof its" 

(11)  OMB,   Circular  A- 133:     Audits  of  Institutions  of  Higher 
Education  and  other  Nonprofit  Organizations 

(12)  OMB,   Circular  A- 122:     Cost  Principles  for  Nonprofit 
Organizations 

(13)  OMB,   Circular  A-21:     Cost  Principles  for  Educational 
Institutions 

(14)  OMB,   Catalog  of  Federal  Domestic  Assistance 

(15)  Compliance  Supplements  to  OMB  A- 133 

(16)  Commonwealth  of  Massachusetts,  Division  of  Purchased 
Services,  Uniform  Financial  Statements  and  Independent 
Auditor's  Report.  Auditor's  Compliance  Procedures 
Supplement 

(17)  Code  of  Federal  Regulation  (CFR) 

(18)  FASB  93  and  Technical  Bulletin  88-1 

The  following  Nonprofit  Organization  Reference  Checklist 
specifies  matters  customarily  disclosed  in  financial  statement 
notes  which  should  be  disclosed  to  the  Commonwealth  of 
Massachusetts'   funding  and  regulatory  bodies,  the  intended  users 
of  the  Report. 


Nonprofit  Organization  Reference  Checklist 


Explanation  of  References  in  Brackets: 

ARB  =  Accounting  Research  Bulletin 
APB  =  Accounting  Principles  Board  Opinion 
SFAS  =  Statement  of  Financial  Accounting  Standards 
SAS  =  Statement  of  Auditing  Standards 
SOP  =  AICPA  Statement  of  Position 
FASB I  =  Financial  Accounting  Standards  Board  Interpretation 
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TB  =  Technical  Bulletin  issued  by  staff  of  the  *FASB 
AVHW  =  AICPA  Industry  Audit  Guide,  Audits  of  Voluntary  Health 

and  Welfare  Organizations 
(AC)  =  Reference  to  section  number  in  FASB  Accounting 

Standards  Current  Text 
(AU)   =  Reference  to  section  number  in  AICPA  Professional 

Standards   (vol.  1)   of  SAS  cited 
OMB  =  Office  of  Management  and  Budget 
CMR  =  Code  of  Massachusetts  Regulation 
CMRID  =  Code  Of  Massachusetts  Interpretive  Document 


Disclosure  of  Accounting  Policies  and  Other  Disclosures 
(APB  22)    (AC  A10  and  128) 

Accounting  Changes 

(APB  20)      (AC  A06  and  A3 5) 
(SFAS  83,   32  and  16) 


Comparative  Financial  Statements 

(ARB  43)    (AC  F43)  (AVHW) 

Nonmonetary  Transactions 

(APB  29)    (AC  Cll  and  N35) 
(FASBI  30)      (AVHW  Chap.  5) 

Contingencies  and  Commitments 

(SFAS  5)    (AC  C59)    (FASBI  34)    (AU  530) 


Subsequent  Events 

(SFAS  5)  (AC  C59  and  BO)  (SAS  1) 
(AU  560  and  561)    (APB  16) 


Pension  Plans 

(SFAS  87)  (SFAS  36) 
(TB  81-3)    (AC  P15) 


Carrying  Amount  of  Investments   (AVHW,   Chap.  2) 


Related  Party  Transactions 


(SFAS  57)    (808  CMR  1.02) 
(CMRID  DPS-A032)    (SAS  45) 
(AU  334)    (AU  9334) 


Investments   (SOP  78-10)    (AVHW,  Chap.  2) 

Affiliated  Organizations   (AVHW,  Chap.  6) 

Receivables   (ARB  43)    (AC  R36,   169,  V18) 
(APB  12,   21)    (SOP  78-10) 


Property,   Plant  and  Equipment  and  Depreciation  (SFAS  93) 
(APB  12)    (SFAS  34)    (AC  167) 
(AVHW,   Chap.   3)    (AVHW,   Chap.  4) 


85 


Note  that  the  Division  of  Purchased  Services'  reporting 
policy  requires  depreciation  to  be  computed  on  a 
straight- line  basis  over  prescribed  services  lives  (see 
Instructions  to  Supplemental  Schedule  B) . 

Also  note  that  title  to  all  furnishings  and  equipment 
provided  by  the  Commonwealth  of  Massachusetts  or  wholly 
purchased  through  a  Commonwealth  of  Massachusetts 
Purchase -of -Service  Contract  or  Cooperative  Funding 
Agreement  vests  in  the  Commonwealth.     Accordingly,  such 
assets  should  not  be  treated  as  assets  of  the  provider 
organization.     Assets  held  in  trust  for  the  Commonwealth, 
if  material,   should  be  disclosed  in  financial  statement 
notes. 


Interest  on  Interfund  Borrowing  (SOP  78-10  par.  118) 

Notes  Payable   (SFAS  5  pars.     18-19;  SFAS  47,  par.   118)  (AC 
C59)    (APB  21)    (AC  169)    (ARB  43)    (AC  B05)    (SFAS  6)    (FASBI  8) 
(TB  79-3) 


Capital  Leases   (SFAS  13)    (AC  L10) 


Operating  Leases   (SFAS  13)    (AC  L10)    (SFASs  17,   22,   23,  26, 
27,   28,   and  29)    (FASBIs  19,   21,   23,   24,   26,   and  27) 
(TBs  79-10,   79-11,    79-12,   79-14,   79-15,   79-16,    79-17  and 
79-18) 

Other  Liabilities,  Deferred  Credits,  Loss  contingencies 
(SFAS  5)    (FASBI  14)    (AC  C59) 

(Vacation  and  Sick  Accruals  and  Termination)    (SFAS  43) 


(SFAS  74)    (AC  C44  and  C45) 


Donor  Restrictions  (SOP  78-10,  par.  59  &  54-62)  (AVHW  Chap. 
1  p.  2,   &  3  Chap.  5) 


Tax  Status   (FASBI  5)    (AC  C59) 


Donated  Goods  and  Services   (SOP  78-10,  Par.  67)    (AVWH  Chap. 

5) 

Note  that  staff  assigned  by  the  Commonwealth  of 
Massachusetts  to  work  in  the  provider  organization  programs 
and  free,  donated  space  in  state  facilities  should  be 
treated  as  donated  services  with  their  imputed  value 
reported  as  "In -Kind  Contributions  -  Government"  personnel 
and  nonpersonnel  on  Supplemental  Schedule  A.     These  imputed 
values  should  also  be  reported  in  the  appropriate  employee 
and  occupancy  expense  categories  in  Supplemental  Schedules 
B  and  C. 

Fund-Raising   (SOP  78-10)    (AVHW,  p.  42) 

Allocation  of  Expenses  (SOP  78-10,  Par.  100)  (AVHW,  Chap.  , 
p.  27) 

Federal  Grants   (OMB  A- 133,  A- 128,  A- 110) 
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COMMONWEALTH  PURCHASE  OF  SERVICES  AGENCIES 


ul  Kerrigan 

ntracts  Manager 

partment  of  Public  Health 

0  Tremont  Street,   9th  Floor 

ston,  MA  02111 

one:  727-6115 
x:  727-0998 


nnis  S.  Millner-Hanley 
ntract  Director 

partment  of  Mental  Retardation 
0  North  Washington  Street 
ston,   MA  02114 

one:     727-5608,   Ext.  355 
x:  727-9869 


W.lliam  Brouillard 

D;puty,   Finance  and  Administration 
Miss.  Commission  for  the  Blind 
8;  Kingston  Street 
E>ston,  MA  02111 

Iione:     727-5550,   Ext.  4404 
Fix:  727-5960 


V.lliam  Callaghan 

Hnager  of  Contracts 

Mss.  Commission  for  the  Blind 

£5  Kingston  Street 

Eoston,  MA  02111 

Iione:     727-5550,   Ext.  4404 
hx:  727-5960 


isan  Marshall,  Contract  Director 
ffice  for  Children 
D  West  Street,   4th  Floor 
:>ston,  MA  02111 

lone:     727-8900,   Ext.  455 
ax:  727-0528 


Ted  Semrad 

Contracts  -  Prequalif ication 
Department  of  Mental  Health 
25  Staniford  Street 
Boston,  MA  02114 

Phone:  727-5500,  Ext.  237 
Fax:         727-5640,   Ext.  217 


Alden  Wells,  Contract  Director 
Department  of  Youth  Services 
Forte  Point  Place 
27-4  3  Wormwood  Street,   Suite  4  00 
Boston,   MA  02210 

Phone:     727-7575,   Est.  360 
Fax:  951-2409 


Jerry  Broderick,  Contract  Director 
Department  of  Corrections 
100  Cambridge  Street,   22nd  Floor 
Boston,  MA  02202 

Phone:  727-2283 
Fax:  727-7071 


Ellie  Giannini-Brittain 
Contract  Director 
Department  of  Public  Welfare 
600  Washington  Street,   4th  Floor 
Boston,  MA  02111 

Phone:  348-5122/348-5060,  Ext. 7122 
Fax:  423-1526 


John  Daley,  Executive  Director 
Rate  Setting  Commission 
2  Boylston  Street 
Boston,  MA  02116 

Phone:     451-5335,   Ext.  447 
Fax:  451-1878 
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Theresa  Kinsella 
Director  of  Internal  Audit 
Department  of  Social  Service 
24  Farnsworth  Street 
Boston,  MA  02210 


Phone: 
Fax: 


727-0900 
261-7434 


John  Friedman 

Contract  Unit  Program  Coordinator 
Mass.  Rehabilitation  Commission 
Fort  Point  Place,   Suite  600 
27-43  Wormwood  Street 
Boston,   MA  02210-1606 

Phone:     727-2190,   Ext.  328 
Fax:  727-9295 


Leo  Seman,  Contract  Director 
Parole  Board 
Fort  Point  Place 

27-4  3  Wormwood  Street,  Suite  3  00 
Boston,   MA  02210-1606 


Phone:  727-3271,  Ext.  100 
Fax:  727-2753 


Frank  Crowley,  Contract  Director 
Veterans  Services 
100  Cambridge  Street 
10th  Floor,  Room  1002 
Boston,  MA  02202 


Phone: 
Fax: 


727-3582 
727-5903 


Paul  McNamara,   Financial  Officer 
Soldiers  Home 
91  Crest  Avenue 
Chelsea,  MA  02150 

Phone:     727-5150,   Ext.  101/102 
Fax:  884-1295 


Richard  Palazzi,   Contract  Director 
Soldiers  Home 
110  Cherry  Street 
Holyoke,  MA  01040 

Phone:  (413)  532-9475 
Fax:  (413)  538-7459 


Marjory  Reid,  Deputy  Commissioner 
Mass.  Commission  for  the  Services 

of  the  Deaf  and  Hard  of  Hearing 
600  Washington  Street,   Suite  600 
Boston,  MA  02111 


John  Dunn,  Contract  Director 
Disabled  Persons  Protection 

Commission 
2  Boylston  Street 
Boston,  MA  02116 


Phone:  727-5106,  Ext.  49 
Fax:  727-0890 


Phone: 
Fax: 


727-6465 
727-6469 


Paula  Smith,  Contract  Director 
Department  of  Medical  Security 
One  Ashburton  Place,  Room  1105 
Boston,  MA  02108 


Phone:  727-8300 
Fax: 


Perry  Trilling 

Director  of  Accounting  and 

Operations 
Department  of  Mental  Health 
25  Staniford  Street 
Boston,  MA  02114 

Phone:  727-5600 

Fax:         727-5500,   Ext.  217 
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lima  Callahan 

Iireau  of  Institutional  Schools 
hss.  Hospital  School,  Ellis  Bldg 
2  Randolph  Street 
Cinton,  MA  02021 


lone:     828-2440,  Ext.  360 


Mctor  Pedone,  Director 
Cffice  of  Purchased  Services 
Cie  Ashburton  Place,  Room  1109 
iDSton,  MA  02108 


none : 
lax: 


727-7600 
727-1396 


at  Ferris,  Director 
Japartment  of  Education 
:50  Main  Street 
lalden,  MA  02148-5023 


]hone:     388-3300,  Ext.  283 


William  Sheridan 

Contract  Specialist 

Executive  Office  of  Elder  Affairs 

One  Ashburton  Place,  Room  519 

Boston,   MA  02108 

Phone:     727-7750,  Ext.  423 
Fax:  727-9368 


John  Leahy,  Contract  Manager 
Office  for  Refugees  and  Immigrants 
2  Boylston  Street 
Boston,  MA  02116 


Phone : 
Fax: 


727-7888 
727-1822 


Chris  Curran 

Director,  Medicaid  Contracts 
Department  of  Public  Welfare 
600  Washington  Street 
Boston,  MA  02111 


Phone:  348-5120 
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INTRODUCTION  TO  COMPONENT  PRICING 


In  order  to  understand  Component  Pricing,  it  is  first 
necessary  to  understand  the  larger  program  development  and 
procurement  process  of  which  it  is  a  part. 

The  process  begins  with  the  program's  clients.  The  procuring 
department  and  the  private  provider  must  agree  on  the  target 
population  and  on  suitable  goals  or  desired  outcomes  for  the 
clients  of  the  program. 

In  order  to  achieve  the  desired  client  outcomes,  the  program 
must  carry  on  certain  activities.  For  example,  if  a  change 
in  a  client's  behavior  is  desired,  the  procuring  department 
and  the  provider  must  agree  on  an  appropriate  course  of 
behavior  modification  designed  to  produce  this  change. 

Activities,  in  turn,  require  resources.  Conducting  a 
behavior  modification  program,  for  example,  requires 
properly  trained  and  supervised  staff,  instructional 
materials  and  an  appropriate  facility.  We  use  the  term 
"program  components"  to  refer  to  these  required  resources. 

Although  each  social  service  program  is  unique,  every 
program  is  designed  and  built  using  the  same  basic  set  of 
program  components.  The  target  population,  program  model  and 
desired  outcomes  will  determine  the  program  components.  Some 
program  components  are  common  to  all  social  service 
programs;  all  programs  require  staff,  but  appropriate 
staffing  patterns  vary  by  program. 

Rather  than  separately  pricing  each  unique  program  based  on 
its  spending  in  the  past  or  expected  future  expenses,  the 
Division  of  Purchased  Services  has  developed  standard  prices 
for  a  list  of  program  components.  Developing  a  unit  rate  or 
cost  reimbursement  budget  for  an  individual  program,  then, 
simply  involves  matching  these  component  prices  with  the 
specific  program  components  which  the  procuring  department 
and  provider  have  used  to  design  and  build  the  program. 

Detailed,  step -by- step  instructions  for  developing  program 
rates  are  set  forth  in  the  next  section  of  this  Catalogue. 
The  component  prices,  themselves,  are  set  forth  in  the 
following  section.  Appendix  A  contains  the  identification 
of  methodologies  used  to  calculate  prices  and  the  data 
sources  supporting  the  methodology. 

Note  that  this  Catalogue  will  be  updated  periodically  to 
reflect  updated  market  price,  improved  data  collection  and 
continuing  analysis.  The  most  recent  edition  must  always  be 
used  when  developing  an  initial  rate  or  amending  an  existing 
rate. 
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HOW  TO  USE  THIS  CATALOGUE  TO  DEVELOP  RATES 


The  following  is  a  step-by- step  guide  to  developing  program 
rates  using  the  catalogue.  Detailed  instructions  on  the 
correct  use  of  individual  program  components  and  their 
component  prices  are  included  with  the  component  definitions 
in  the  next  section  of  this  Catalogue. 


Step  1  Before  beginning  the  pricing  process,  you  should 
complete  the  Attachment  A  of  the  Request  for 
Proposal  or  Contract  document.  You  will  need  this 
information  to  properly  complete  the  Attachment  B 
budget . 


Step  2      Carry    over     to     the    Attachment     B    budget  all 
component  resources  specified  in  the  Attachment  A. 

In  carrying  over  resources  from  the  Attachment  A, 
it  is  necessary  to  categorize  the  resources 
according  to  the  program  components  listed  in  this 
Catalogue.  Accordingly,  it  is  essential  to  review 
the  Catalogue's  program  component  definitions 
and/or  the  catalogue  index  carefully  in  order  to 
avoid  misclassifying  required  resources.  If  the 
particular  position  title  is  not  specified,  it 
will  have  been  included  in  the  generic  "Direct 
Care"  sections.  All  definitions  must  be  read 
carefully  in  order  to  select  the  correct  program 
component . 


Step  3  For  each  Direct  Care/Program  Staff  component 
entered  on  the  Attachment  B  at  Step  2,  enter  the 
required  full  time  equivalents  under  the  column 
entitled  "FTE's". 


Step  4  For  each  item  listed  under  the  column  entitled 
"Program  Component",  enter  a  price  within  the 
Component  Price  Range  from  this  Catalogue. 


Step  5  Add  the  amounts  for  each  component  on  the 
Attachment  B  and  enter  the  sums  on  the  line  for 
" Program  Total " . 
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RANGE 

Where  program  type,  dollar  volume,  geographic  location, 
professional  credentials  or  other  such  factors  are  deemed 
relevant  to  the  determination  of  a  component  price,  several 
component  price  ranges  may  be  included  in  the  applicable 
section  of  this  catalogue.  (When  separate  ranges  are  not 
furnished,  it  is  presumed  that  the  varying  costs  associated 
with  such  factors  can  be  fairly  accommodated  within  the 
range . )  Where  more  than  one  range  is  furnished  by  the 
catalogue,  the  range  which  most  closely  matches  the 
particular  specifications  of  the  Attachment  A  should  be 
used. 

The  parties  should  select  a  price  which  reflects  the 
resource  needs  and  marketplace  realities  of  the  particular 
program. 


PROGRAM  REQUIREMENTS 

It  is  the  terms  of  the  Attachment  A  and  not  the  resources 
currently  available  in  the  program  which  governs  the 
selection  of  the  proper  component  price  range.  For  example, 
this  Catalogue  furnishes  separate  component  price  ranges  for 
"Social  Worker  -  LICSW"  and  for  "Social  Worker-LSW".  If  the 
Attachment  A  specify  a  social  worker  with  no  reference  being 
made  to  the  need  to  employ  an  LICSW,  then  the  simple  "Social 
Worker"  range  should  be  used.  The  fact  that  the  program 
currently  employs  an  LICSW  has  no  bearing  on  the  selection. 
The  provider  should  not  fit  the  salary  range  which  suits  the 
position.  The  position  should  be  selected  as  the  component 
which  is  most  appropriate  to  meet  the  need  of  the  program's 
clients. 
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CALCULATION 

Note  that,  in  some  cases,  this  Catalogue  requires  that  a 
calculation  be  made  in  order  to  determine  the  component 
price  range. 

EXAMPLE:  The  Catalogue  provides  a  price  range  for  each 
direct  care/program  staff  category.  This 
range  must  be  multiplied  by  the  number  of 
FTE's  (see  Step  3)  to  determine  the  component 
price  range. 

EXAMPLE:  The  price  range  for  "meals"  is  from  $1.89  per 
meal  to  $2 . 12  per  meal  for  adults .  The  number 
of  meals  to  be  provided  must  be  multiplied  by 
these  amounts  to  derive  the  component  price 
range . 


PROGRAM  CAPACITY 

The  assumptions  used  to  calculate  component  prices  must 
always  reflect  the  expected  program  operational  capacity, 
not  the  utilization. 


SINGLE  PRICE 

Where  the  catalogue  furnishes  only  a  single  component  price 
rather  than  a  range  of  component  prices,  enter  the  single 
price  on  the  Attachment  B. 


NEGOTIABLE  PRICES 

In  some  instances,  no  component  price  range  is  furnished  for 
certain  program  components  defined  in  the  Catalogue. 
Instead,  the  price  is  stated  to  be  "Negotiable".  Amounts 
entered  under  the  Attachment  B  "Amount"  column  for  these 
components  should  reflect  the  provider's  competitive 
proposal  or  the  negotiated  agreement  of  the  parties. 


CREDENTIALS 

All  direct  care/program  staff  components  are  defined,  in 
part,  in  terms  of  required  credentials.  Note,  that  the  staff 
member  who  actually  fills  a  position  possesses  a  particular 
credential  is  irrelevant  to  the  classification  of  the 
position  unless  the  contract  requires  the  credential  for 
that  position. 


90-4 


FUNCTION  VS.  TITLE 

Direct  care/program  staff  components  are  also  defined  in 
terms  of  program  function.  Accordingly,  a  licensed  physician 
should  be  classified  as  a  "Physician"  only  if  s/he  provides 
medical  care.  If  a  physician  functions  as  a  "Program 
Director",  then  that  category  should  be  used. 

It  is  the  definition,  not  the  title  which  governs  the  choice 
of  a  component.  A  particular  program's  "Residence  Director", 
for  example,  may  be  classified  as  a  Program  Manager,  Program 
Director,  Assistant  Program  Director,  or  Supervisor 
depending  upon  the  actual  functions  performed  and  scope  of 
responsibility  involved.  Yet,  the  fact  that  the  titles  used 
below  do  coincide  with  titles  customarily  used  by  program 
staff  does  not  settle  the  question  of  proper  classification. 
Again,  the  definitions  govern.  A  particular  program  position 
is  classified  as  a  "Case  Worker/Manager",  rather  than  as  a 
"Counselor",  if  his/her  credentials  and  responsibilities 
coincide  more  closely  with  the  definition  of  "Case  Worker". 

The  Catalogue  is  formatted  to  establish  a  hierarchical 
schedule  for  the  components  e.g.  the  Program  Director  would 
report  to  the  Program  Manager,  and  a  Direct  Care/  Program 
Staff  I  would  report  to  a  Direct  Care/  Program  Staff 
Supervisor. 

All  direct  care  or  program  staff  positions  which  are  not 
specifically  defined,  below  -  such  as  American  Sign  Language 
interpreter,  phlebotomist,  instructor,  resource  librarian, 
medical  technician,  health  education  specialist,  work 
procurement  specialist,  certified  occupational  therapy 
assistant,  etc.  -  should  be  classified  as  "Direct 
Care/Program  Staff  I,  II  or  III,  as  appropriate. 


PRICE  RANGE 

Except  when  the  definitions  of  applicable  components  provide 
otherwise,  the  ranges  set  forth  for  each  direct  care/program 
staff  component  are  intended  to  accommodate  seniority,  shift 
differentials,  supervisory  responsibilities,  bilinguality 
(including  American  Sign  Language)  or  be  based  on  the 
extreme  developmental  needs  of  the  client (s)  and  geographic 
location. 


90-5 


100  DIRECT  CARE  /  PROGRAM  STAFF 


101  Program  Manager 

An  individual  who  has  overall  responsibility  for  the 
management,  oversight  and  coordination  of  a  programmatic 
functional  area  within  or  across  programs  as  in  the  case  of 
"Medical  Director",  "Residence  Director",  "Clinical 
Director",  "Education  Director",  etc.  (Compensation  of 
individuals  whose  responsibilities  primarily  involve  an 
administrative  function  which  cuts  across  programs  is 
included  in  the  "Support"  component.) 
Price:  Negotiable 

102  Program  Director 

An  individual  who  has  overall  responsibility  for  the  day- to- 
day operation  of  a  one  or  more  individual  programs. 


Code  #         #  of  Staff        #  of  Credentialed      Price  Range 
Supervised  Staff  Supervised 


102-1 

0  - 

5 

n/a 

$ 

20, 000 

to 

$ 

30,000 

102-2 

6  - 

10 

n/a 

$ 

21,100 

to 

$ 

31,650 

102-3 

11  - 

20 

n/a 

$ 

22, 600 

to 

$ 

33,900 

102-4 

21  - 

30 

n/a 

$ 

24,600 

to 

$ 

36,900 

102-5 

31  - 

40 

0  - 

5 

$ 

26,600 

to 

$ 

39,900 

102-6 

41  - 

50 

6  - 

10 

$ 

34,600 

to 

$ 

51,900 

102-7 

51  - 

100 

11  - 

20 

$ 

34,600 

to 

$ 

51,900 

102-8 

100+ 

21+ 

$ 

39,500 

to 

$ 

59,250 

103  Assistant  Program  Director 

An  individual  who  reports  directly  to  the  Program  Director, 
acts    for    the    Program    Director    in    his/her    absence,  and 
functions  as  an  advisor/assistant  to  the  Program  Director. 
Price  Range:   Up  to  0.85  times  the  Price  Range  for  Program 
Director 


104  Supervising  Professional 

A  credentialled  professional  (Physician,  Psychiatrist, 
Social  Worker,  Nurse,  etc.)  whose  primary  responsibility  is 
the  supervision  of  fellow  credentialed  professionals  in  the 
daily  performance  of  their  programmatic  functions.  A 
professional  whose  duties  chiefly  entail  supervision  of 
nonprofessionals  or  paraprof essionals  should  be  classified 
under  133  -  Direct  Care/  Program  Staff  Supervisor.  Note  that 
Supervisors  may  also  provide  incidental  direct  client  care. 
Price  Range:  Up  to  1.15  times  the  Average  Price  Range  of  the 
professional  staff  supervised. 
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105  Physician 

A  Board  of  Medicine  licensed  or  Board  eligible  physician 
(including  all  medical  specialties,  e.g  dentist,  podiatrist 
except  psychiatry)  with  either  an  MD  or  DO  degree  whose 
primary  responsibility  is  delivery  or  supervision  of 
health/medical  care  to  program  participants. 
Price  Range i  $58,096.00  to  $80,548.00 


106  Physician's  Assistant 

An  individual  registered  as  a  physician's  assistant  by  the 
Department  of  Public  Health  and  functioning  in  that 
capacity. 

Price  Range:  $37,293.00  to  $51,422.00 


107  Registered  Nurse  -  Masters,  Psychiatric  Nurse,  Nurse  Practitioner, 
Nurse  Midwife,  Nurse  Anesthetist 

An  individual  who  possesses  a  masters  degree  in  nursing 
and/or  is  registered  by  the  Board  of  Registration  in  Nursing 
as  a  registered  nurse  or  as  a  nurse  practicing  in  an 
expanded  role  and  functioning  in  any  of  the  above 
capacities . 

Price  Range:  $33,779.00  to  $56,909.00 


108  Registered  Nurse 

An  individual  who  is  licensed  as  a  registered  nurse  by  the 
Board  of  Registration  in  Nursing  (both  BSN's  and  others)  and 
is  engaged  in  nursing  duties. 
Price  Range:  $30,347.00  to  $43,243.00 


109  Licensed  Practical  Nurse 

A  person   licensed   as   a   practical   nurse   by   the   Board  of 
Registration  in  Nursing  and  engaged  in  nursing  duties. 
Price  Range:  $21,216.00  to  30,224.00 


110  Pharmacist 

A  person  licensed  by  the  Board  of  Registration  in  Pharmacy 
and  functioning  as  a  pharmacist. 
Price  Range:  $29,910.00  to  $43,243.00 
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Ill  Occupational  Therapist 

An  individual  registered  as  an  occupational  therapist  by  the 
Board  of  Allied  Health  Professionals  and  who  provides 
occupational  therapy. 

Price  Range:  $31,424.00      to  $43,329.00 


112  Physical  Therapist 

A  person  registered  as  a  physical  therapist  by  the  Board  of 
Allied  Health  Professionals  and  who  provides  physical 
therapy . 

Price  Range:  $26,894.00  to  $39,104.00 


113  Speech/Language  Pathologist,  Audiologist 

An  individual  registered  as  a  Speech/Language  Pathologist  or 
an  Audiologist  by  the  Board  of  Registration  of  Speech/ 
Language  Pathology  and  Audiology  and  who  provides  speech  and 
hearing  therapy. 

Price  Range:  $32,746.00  to  $45,151.00 


114  Dietician/Nuitritionist 

An  individual  registered  as  a  dietician  by  the  Commission  on 
Dietetic  Registration  of  the  American  Dietetic  Association 
and  providing  nutritional  counseling,  education,  supervision 
of  meal /menu  preparation  or,  an  individual  with  a  bachelors 
or  masters  degree  in  nutrition  who  provides  nutritional 
counseling,  education,  supervision  of  meal /menu  preparation. 
Price  Range:  $24,232.00  to  $35,443.00 


115  Special  Education  Teacher 

A  teacher  certified  in  special  education  by  the 
Massachusetts  Department  of  Education  and  working  in  that 
capacity. 

Price  Range  For  12  Month  Program: 

115-1      Masters  $26,992.00  to  $42,684.00 

115-2      Bachelors  $25,175.00  to  $39,312.00 

Price  Range  For  180  Day  Program: 

115-1      Masters  $22,493.00  to  $35,570.00 

115-2      Bachelors  $20,979.00  to  $32,760.00 
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116  Teacher 

A    teacher     holding     certification    by     the  Massachusetts 
Department    of    Education    in    an    area    other    than  special 
education  and  working  in  that  capacity. 
Price  Range: 

116-1      Masters  $22,493-00  to  $35,570.00 

116-2      Bachelors  $20,979.00  to  $32,760.00 


117  Day  Care  Director 

An  individual  certified  by  the  Office  For  Children  as  a  Day 
Care  Director  and  functioning  in  that  capacity. 
Price  Range:  $22,902.00  to  $35,269.00 


118  Day  Care  Lead  Teacher 

An  individual  certified  by  the  Office  For  Children  as  a  Day 
Care  Lead  Teacher  and  functioning  in  that  capacity. 
Price  Range:  $20,300.00  to  $30,800.00 


119  Day  Care  Teacher 

An  individual  certified  by  the  Office  For  Children  as  a  Day 
Care  Teacher  and  functioning  in  that  capacity. 
Price  Range:  $16,675.00  to  $25,300.00 


120  Day  Care  Assistant  Teacher/ Aide 

An  individual  certified  by  the  Office  For  Children  as  a  Day 
Care  Assistant  Teacher/Aide  and  functioning  in  that 
capacity. 

Price  Range:  $14,500.00  to  $22,000.00 


121  Psychiatrist 

An  individual  licensed  to  practice  medicine,  certified  or 
eligible  for  certification  by  the  American  Board  of 
Psychiatry  and  primarily  involved  in  rendering  or  directing 
psychiatric  care. 

Price  Range:  $58,396.00  to  $111,000.00 
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122  Psychologist  -  Doctorate 

An  individual  holding  a  doctoral  degree  in  psychology 
(including  behavioral  psychologists  and  neuropsychologists) , 
or  a  closely  related  field,  registered  as  a  psychologist  by 
the  Board  of  Registration  of  Psychologists  and  primarily 
engaged  in  providing  diagnostic  evaluations,  psychological 
counseling/ therapy  or  development  and  implementation  of 
behavioral  treatment  plans. 
Price  Range:     $42,000.00  to  $62,778.00 


123  Psychologist  -  Masters 

An  individual  holding  a  masters  degree  in  psychology 
(including  behavioral  psychologists)  or  a  closely  related 
field  and  primarily  engaged  in  providing  diagnostic 
evaluations,  psychological  counseling  or  development  and 
implementation  of  behavioral  treatment  plans. 
Price  Range:  $24,645.00  to  $47,084.00 


124  Social  Worker  -  LICSW 

An  individual  registered  as  a  licensed  independent  clinical 
social  worker  by  the  Board  of  Registration  of  Social  Workers 
and  primarily  engaged  in  providing  diagnostic  evaluations, 
psychological  counseling/therapy  or  development  and 
implementation  of  behavioral  treatment  plans. 
Price  Range:  $24,645.00  to  $47,084.00 


125  Social  Worker  -  LCSW 

An  individual  registered  as  a  licensed  certified  social 
worker  by  the  Board  of  Registration  of  Social  Workers  and 
providing  social  work  services  (including  casework/ 
counseling) . 

Price  Range:  $21,849.00  to  $32,000.00 


126  Social  Worker  -  LSW 

An  individual  registered  as  a  licensed  social  worker  by  the 
Board  of  Registration  of  Social  Workers  and  providing  social 
work  services   (including  casework/ counseling) . 
Price  Range:  $19,049.00  to  $25,300.00 
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127  Licensed  Counselor 

An  individual  with  at  least  a  masters  degree  in  counseling, 
or  related  discipline,  licensed  by  the  appropriate  Board  of 
Registration  and  providing  counseling  services. 
Price  Range:  $19,049.00  to  $25,3  00.00 


128  Certified  Vocational  Rehabilitation  Counselor 

An     individual     who     is     certified    by     the     Committee  on 
Accreditation  of  Rehabilitation  Facilities  and  who  provides 
vocational  rehabilitation  counseling. 
Price  Range:  $22,400.00  to  $30,800.00 


129  Certified  Alcoholism  Counselor,  Certified  Drug  Abuse  Counselor, 
Certified  Alcoholism/Drug  Abuse  Counselor 

An  individual  who  is  registered  as  either  an  Alcoholism 
Counselor,  a  Drug  Abuse  Counselor  or  both  by  the 
Massachusetts  Board  of  Substance  Abuse  Counselor 
Certification  and  who  provides  counseling  to  substance 
abusers . 

Price  Range:  $22,400.00  to  $30,800.00 


130  Counselor 

An    individual    who    provides    therapeutic    or  instructive 
counseling  to  program  clients/service  recipients. 
Price  Range:  $18,400.00  to  $25,300.00 


131  Case  Worker/Manager  -  Masters 

An  individual  possessing  at  least  a  masters  degree  in 
counseling,  or  closely  related  discipline  who  provides 
casework/case  management  services  including  service 
eligibility  determination,  service  plan  development,  service 
coordination,  resource  development,  advocacy,  etc. 
Price  Range:  $19,049.00  to  $25,300.00 


132  Case  Worker /Manager 

An  individual  who  provides  casework/ case  management  services 
including  service  eligibility  determination,  service  plan 
development,  service  coordination,  resource  development, 
advocacy,  etc. 

Price  Range:  $18,400.00  to  $25,300.00 
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133  Direct  Care/Program  Staff  Supervisor 

A  staff  member  whose  primary  responsibility  is  the 
supervision  of  nonprofessional  or  paraprof essional  direct 
care/program  staff  in  the  performance  of  their  programmatic 
functions  or  whose  duties  involve  significant  responsibility 
for  program  operation  or  logistics.  Note  that  a  supervisor 
may  perform  incidental  direct  client  care. 

Price  Range:  Up  to  1.20  times  the  average  price  range  of  the 
Direct  Care/  Program  Staff  (134 ,  135,  136)  supervised. 


134  Direct  Care/Program  Staff  HI 

Staff,  other  than  those  defined  above,   requiring  a  doctoral 
or    masters    degree,     specific    credentials    or  licensure, 
significant    experience,     or    specialized    skills,     who  are 
responsible     for     the     general     daily     care     of  program 
clients/service   recipients   or   for  primary  program  service 
delivery.  This  category  may  also  be  used  to  reflect  a  shift 
differential    or    a    bilinguality    (including    American  Sign 
Language)   or  based  on  developmental  needs  of  the  client (s) 
requirement     for    staff    otherwise    categorized    as  Direct 
Care/Program  Staff  II. 
Price  Range:  $20,300.00  to  $30,800.00 


135  Direct  Care/Program  Staff  II 

Staff,  other  than  those  defined  above,  requiring  a  bachelors 
degree,  experience  or  specific  skills,  who  are  responsible 
for  the  general  daily  care  of  program  clients/service 
recipients  or  for  primary  program  service  delivery.  This 
category  may  also  be  used  to  reflect  a  shift  differential  or 
bilinguality  (including  American  Sign  Language)  or  based  on 
developmental  needs  of  the  client (s)  requirement  for  staff 
otherwise  categorized  as  Direct  Care/Program  Staff  I. 
Price  Range:  $16,675.00  to  $25,300.00 


136  Direct  Care/Program  Staff  I 

Staff,   other  than  those  defined  above,   who  are  responsible 
for    the    general    daily    care    of    program  clients/service 
recipients    or    for   primary   program   service   delivery,  this 
includes  relief  employees  on  payroll. 
Price  Range:  $14,500.00  to  $22,000.00 


137  Program  Secretarial,  Clerical  Staff 

Program   secretarial,    clerical    staff    required   to   carry  on 
direct  program  clerical  activities  such  as  program  or  client 
record  keeping.  Accounting/Collections  Staff  are  included  as 
part  of  the  Administrative/Support  component. 
Price  Range:  $14,404.00  to  $21,840.00 
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138  Program  Support,  Housekeeping,  Maintenance,  Janitorial, 
Groundskeeper,  Driver,  Cook 

Program  housekeeping,  maintenance,  janitorial,  grounds 
keeper,  driver,  or  cook  staff  to  carry  on  direct  program 
activities  for  client  health  and  safety.  Staff  for 
administrative  facilities  and  functions  are  included  in  the 
Administrative/  Support  component. 
Price  Range:  $14,404.00  to  $28,350.00 


150  Payroll  Taxes 

Employer's  share  of  FICA,  MUICA,  Worker's  Compensation 
Insurance,  FUTA  (in  the  case  of  For  Profit  Providers)  and 
other  payroll  taxes  paid  on  behalf  of  the  direct  care/ 
program  staff  listed  above. 

Price  Range:  0.0981  -  0.1291  times  the  sum  of  all  direct 
care/  program  staff  component  prices 


151  Fringe  Benefits 

Life,  health  and  medical  insurance,  pension  and  annuity  plan 
contributions,  day  care,  tuition  benefits  and  all  other  non 
salary/wage  benefits  received  by  the  direct  care/program 
staff  listed  above  as  compensation  for  their  personal 
services. 

Price  Range:  $2,110.00  to  $2,810.00  times  the  total  PTE  for 
all  Direct  Care/Program  Staff. 
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200  OTHER  DIRECT  CARE/PROGRAM  RESOURCES 

This  category  includes  resources,  other  than  direct  care 
staff /program  staff,  required  to  carry  on  direct  client  care 
or  deliver  other  primary  program  services. 

201  Program  Consultants 

Individuals  possessing  specialized  experience  or  expertise 
in  matters  of  individual  service  plan  design,  program 
design,  program  management  or  operation  and  engaged  to 
provide  technical  assistance  on  matters  of  appropriate 
client  care,  program  design,  etc. 

Price:  Use  prices  as  provided  under  202  -  Direct  Care 
Specialists.  If  the  consultant  is  not  listed,  the  price  is 
negotiable. 


202  Direct  Care  Specialists 

Individuals,  in  some  cases,  possessing  specialized  skills  or 
expertise  in  client  care  and  treatment,  engaged  on  an  as 
needed,  "on  call",  "standby"  or  "specialing"  basis,  to 
provide  client  care  or  treatment,  this  would  include 
contracted  relief. 

Price:  The  price  is  negotiable.  The  table  represents  the 
maximum  reimbursable  price. 

Code  #        Direct  Care  Specialist  Applicable  Reg. 


202 
202 

-1 
-2 

Physician 

Initial  Client  Evaluation 
In  Office  Services 

114 

.3 

CMR 

17 

.00 

202 

-4 

Nurse -LPN 

"  114 

.3 

CMR 

24 

.00 

202 
202 

-5 
-6 

Nurse -RN 

Ongoing  Patient  Care 
Consultation 

114 
114 

.3 
.3 

CMR 
CMR 

24 
30 

.00 
.00 

202 

-7 

Nurse  Practitioner 

114 

.3 

CMR 

17 

.00 

202 
202 

-8 
-9 

Occupational  Therapist 
In  Office  Services 
Out  of  Office  Services 

114 

.3 

CMR 

39 

.00 

202 
202 

-10 
-11 

Physical  Therapist 
In  Office  Services 
Out  of  Office  Services 

114 

.3 

CMR 

39 

.00 

202 

-12 

Audiologist 

114 

.3 

CMR 

39 

.00 

202 
202 

-13 
-14 

Speech/ Language  Therapist 
In  Office  Services 
Out  of  Office  Services 

114 

.3 

CMR 

39 

.00 
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Code  #       Direct  Care  Specialist 


Applicable  Reg. 


202-15  Psychiatrist  114.3  CMR  17.00 

202-16  On  Call 

202-17  Psychologist -Licensed  114.3  CMR  29.00 

202-18  Social  Worker- LICSW/LISW  114.3  CMR  30.00 

202-19  Counsel or -Masters  114.3  CMR  30.00 

202-20  Dentist  114.3  CMR  14.00 

202-21  Chiropractor  114.3  CMR  28.00 

202-22  Podiatrist  114.3  CMR  26.00 

202-23  Personal  Care  Attendant  114.3  CMR  9.00 

202-24  Direct  Care/Program  Staff  $7.00  16.00 


203  Provider  Reimbursement/Stipends 

Per  diem  reimbursement  to  independent  individual  care  givers 
(not  provider  agency  employees)  ,  such  as  family  day  care 
providers,  specialized  home  care  providers  or  foster 
families,  to  compensate  them  for  their  personal  services  and 
to  defray  all  or  a  portion  of  the  costs  associated  with 
client  care  in  their  homes. 

Code  ft  Program  Type  Price  per  client/day 


203 

-1 

DSS 

DSS  Family  Day  Care 
Foster  Family  Care: 

$16 

.38- 

$16. 

73 

203 

-2 

Child  under  age  13 

$13 

.65 

203 

-3 

Child  age  13  or  over 

$16 

.29 

203 

-4 

DYS  Foster  Family  Care 

$15 

.95 

203 

-5 

DMH  Specialized  Home  Care 

$20 

.00- 

$35. 

00 

203 

-6 

DMH  Therapeutic  Family  Care 

$20 

.00- 

$35. 

00 

DPW/Medicaid  Adult  Foster  Care: 

203 

-7 

Basic 

$13 

.00 

203 

-8 

Respite 

$22 

.00 

204  Staff  Training 

Formal  instruction  to  meet  professional  continuing  education 
requirements,  to  satisfy  program  licensure  requirements  or 
to  enable  direct  care  staff  to  acquire  and  maintain 
acceptable  levels  of  knowledge,  skill  and  proficiency  for 
the  routine  performance  of  their  assigned  functions.  (Note 
that  the  staff  time  devoted  to  training  should  be  included 
in  the  calculation  of  required  direct  care  staff  FTE's.; 
Staff  tuition/educational  benefits  paid  as  a  condition  of 
employment  should  be  included  in  "Fringe  Benefits".) 
Price:  Negotiable 
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205  Staff  Mileage/Travel 

Direct   care   staff   travel   within   the   normal    scope   of  the 
staff  members'   assigned  duties.   This  category  includes  use 
of    a     staff    member's     own    vehicle    as    well     as  public 
transportation . 
Price:  $.22 /mile 


206  Subcontracted  Direct  Care 

Client  care  or  other  program  services  which  are  a  primary 
and  integral  part  of  the  total  program  but  which  are 
furnished  to  the  program,  under  contract,  by  a  separate 
program  of  another  provider. 

Price:  The  Division  of  Purchased  Services  or  Rate  Setting 
Commission  Certified  Program  Rate  must  be  used  if 
applicable.     Otherwise  the  price  is  negotiable. 


207  Meals 

Food  stuffs,  cooking  materials,  and  other  resources  (other 
than  staff  compensation)  required  for  the  planning, 
preparation  and  serving  of  meals  and  snacks  to  clients  and, 
if  programmatically  necessary,  staff. 

Price:  In  the  case  of  programs  serving  more  than  30,  000 
meals  per  year,  price  is  negotiable.  In  all  other  cases, 
refer  to  the  table  below: 


Price  Range  per  Meal /Snack 

207-1          Adult  $1.89  -  2.12 

207-2          Adolescent  $1.83  -  2.19 

207-3          School  Aged  Child  $1.41  -  1.92 

207-4          Preschool  Child  $0.93  -  1.28 

207-5          Infants  $19.72/  week 

Special  Dietary  Needs  Costs  are  negotiable. 


208  Client  Transportation 

The  resources  (other  than  staff  compensation)  associated 
with  transportation  of  clients  to/from/among  program  sites 
as  a  routine  part  of  program  participation.  This  category 
shall  include  owned  (depreciation  and  finance  charges)  or 
leased  vehicles,  all  associated  operating  and  maintenance 
costs,  contracted  transportation,  etc. 
Price  Ranges 

208-1  Sedan  $  3,780.00  -  $  6,000.00  +  $.21/mile 

208-2  8  Pass  Van  $  4,380.00  -  $  6,000.00  +  $.21/mile 

208-3  12  Pass  Van        $  5,400.00  -  $  8,400.00  +  $.21/mile 

208-4  15  Pass  Van        $  9,000.00  -  $14,400.00  +  $.21/mile 

208-9  Contracted  Transportation  Service  -  Price  is 
negotiable. 
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209  Incidental  Health/Medical  Care 

The  resources  (other  than  staff  compensation)  associated 
with  providing  health/medical  care  on  an  as  needed  or 
emergency  basis  to  clients  of  a  program  which  is  not 
primarily  intended  to  address  the  medical  needs  of  program 
participants  (including  ambulance) . 
Price:  Negotiable 


210  Medicine/Pharmacy 

The    resources    (other   than   staff    compensation)  associated 
with    on    site    inventory    and    administration    of  medically 
necessary  prescription  pharmaceuticals,  patent  medicines  and 
medical  supplies. 
Price:  Negotiable 


211  Client  Personal  Allowances 

Cash  paid  to  program  clients  as  an  incentive  to  program 
participation,  as  part  of  instruction  in  money  management, 
to  give  clients  a  measure  of  economic  independence,  to 
acquire  personal  items,  or  other  program  purpose.  This 
category  includes  "indirect"  client  wages  ("wages"  which  are 
not  related  to  the  economic  value  of  the  client's  work 
product/productivity) . 
Price:  Negotiable 


212  Provision  of  Material  Goods,  Services  and  Benefits 

Resources,   other  than  those  defined  above,   associated  with 
provision  of  material  goods  or  services  -  such  as  prosthetic 
and  adaptive  devices,   nutrition  or  day  care  vouchers   -  to 
eligible  program  clients/recipients. 
Price:  Negotiable 


213  Data  Processing 

Resources  (other  than  staff  compensation)  associated  with 
the  collection,  analysis  and  reporting  of  data  as  a  primary 
program  function  (as  distinguished  from  data  processing  as 
an  administrative  or  support  function) ,  including  owned 
(depreciation  and  finance  charges)  or  leased  computer 
hardware  and  software. 
Price:  Negotiable 
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214  Commercial  Income  Resources 

Resources,  other  than  those  defined  above,  such  as  raw 
materials,  production  equipment  and  consumables,  client 
wages  benefits  and  taxes,  freight  and  transportation,  and 
marketing,  associated  with  the  use  of  client  labor  in  the 
production  or  assembly  of  a  product  or  service  as  a  part  of 
the  clients'  program  of  vocational  training/rehabilitation 
or  sheltered  employment. 
Price:  Negotiable 


215  Program  Supplies  and  Materials 

Program  residential,  educational,  vocational  and 
recreational  supplies  and  materials  routinely  required  for 
ongoing  direct  client  care  or  program  service  delivery 
(includes  public  transportation,  "field  trips",  etc.  not 
included  in  Client  Transportation,  above) . 
Price  Range:  The  sum  of  all  applicable  prices,  below: 

215-1  Special  Education  Classroom  Supplies  Negotiable 

215-2  General  Educational  Supplies  Negotiable 

215-3  Recreational  Supplies  Negotiable 

215-4  Other  Supplies /Materials  Negotiable 
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301  Program  Facilities 

Owned  or  leased  program  facilities  and  grounds  (including 
rent,  mortgage  interest  and  building  depreciation) . 
Price:  Negotiable 


390  Facilities  Operation,  Maintenance  and  Furnishing 

This  category  includes  all  resources  associated  with 
occupancy,  furnishing  and  maintenance  of  program  facilities 
including  all  utilities  (other  than  telephone) , 
housekeeping,  routine  repair  and  maintenance,  laundry, 
groundskeeping,  lease  and  routine  replacement  of  program 
furnishings  and  equipment  (including  depreciation  and 
finance  charges) ,  homeowners  and  general  liability 
insurance,  real  estate  taxes  or  payments  in  lieu  of  taxes, 
and  all  other  such  resources/expenses.  This  component  does 
not  include  the  cost  of  employees  on  the  payroll,  see  138  - 
Program  Support  Housekeeping,  Maintenance,  Grounds keeper, 
Janitorial,  Driver,  Cook. 


Price  Range: 

391  Residential  Space 

392  Office/Retail  Space 

393  Indus trial /R&D  Space 


$5.50  -  7.25  per  square  foot 
$5.00  -  6.00  per  square  foot 
$4.50  -  6.00  per  square  foot 


400  Program  Support 

This  category  is  for  direct  program  support  which  can  be 
associated  with  a  single  program  and  not  allocated  across 
programs.    This    category   does    not    include   personnel,  all 

program  personnel  must  be  included  in  components  101  -  138. 
This  category  includes  office  supplies  and  materials, 
telephone,  advertising  and  recruitment,  postage,  printing 
and  reproduction,  working  capital  interest,  leasing  or 
routine  replacement  of  office  equipment  (including 
depreciation  and  interest) ,  equipment  maintenance, 
accreditation  fees,  and  professional  insurance.  This 
component  does  not  include  resources  defined  as  Non- 
Reimbursable  Costs  by  regulation,  e.g.  fundraising  or 
discriminatory  benefits. 
Price  Range:  Negotiable 
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410  Agency  Administration  and  Support 

This  component  is  for  resources  which  can  not  be  directly- 
associated  with  one  program  or  combination  of  programs.  It 
is  an  allocation  across  all  agency  programs.  This  category 
includes  all  resources  reasonably  necessary  for  the  policy 
making,  management,  and  administration  of  the  provider 
organization  as  a  whole  and  all  other  activities  which 
support  direct  program  activities.  This  category  includes 
management,  administrative,  clerical  and  support  personnel, 
office  supplies  and  materials,  leasing  or  routine 
replacement  of  office  equipment  (including  depreciation  and 
interest) ,  telephone,  occupancy  of  administrative  premises, 
advertising  and  recruitment,  postage,  printing  and 
reproduction,  administrative  and  support  staff  training  and 
travel,  officer/director/trustee  compensation,  parent 
organization  costs,  investment  advice,  brokerage,  legal, 
auditing,  management  consultants  and  other  professional 
fees,  working  capital  interest,  and  all  other  such 
resources/expenses.  This  component  does  not  include 
resources  defined  as  Non- Reimbursable  Costs  by  regulation, 
e.g.  fundraising  or  discriminatory  benefits. 
Price:  From  Table  1  below,  multiply  the  appropriate  amount 
by  the  sum  of  all  component  prices  listed  above.  Then  add 
the  adjustment  factor  from  Table  2  below,  if  applicable. 


TABLE  1 

Admin/  Provider  Agency  Gross  Operating  Expenses 

Code  #  Most  Recent  Financial  Statement        Support  Rate 

411  $0                 -       999,999  Up  to  22.47% 

412  1,000,000  -  1,999,999  Up  to  17.78% 

413  2,000,000  -  4,999,999  Up  to  14.79% 

414  5,000,000  +  Up  to  14.35% 


TABLE  2  Support  Add -Ons 

450    Third  Party  Fees  0.10  times  Estimated 

Collections 
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INDEX 


Alphabetical  listing  of  Expenses  and  Corresponding  Component 


Expense  

Accounting  &  Audit  Fees 
Accreditation  Fees 
Advertising  -  Direct  Care 
Ambulance 

Annuity  Contribution 
Assistant  Program  Director 
Audiologist 
Bad  Debt 

Case  Worker/Manager  -  Masters 

Case  Worker/Manager 

Certified  Alcoholism/Substance 

Abuse  Counselor 

Certified  Vocational  Rehab 

Counselor 

Client  Personal  Allowance 
Client  Incentive/  Reward  Fund 

Client  Wages  -  Direct 
Contracted  Relief 
Cook 

Counselor 

Counselor  Licensed 

Data  Processing  -  Program 

Day  Care  Assistant  Teacher/Aide 

Day  Care  Director 
Day  Care  Teacher 
Dentist 

Depreciation  Eqp/Furn 
Depreciation  Eqp/Furn 
Depreciation  Motor  Vehicles 
Depreciation  Building 
Dietician 

Directors  &  Officers  Insurance 
Driver 

FICA  (Direct  Care) 

Finance  Charges  Equip/  Furn 

Finance  Charges  Motor  Vehicles 

Finance  Charges  Workg  Cap 

Finance  Charges  Workg  Cap 

Fines 

Food 

Fundraising 

Equipment  Furnishings  <  $500 
Equipment  Furnishings  >  $500 
Janitorial  -  Payroll 
Janitorial  -  Contracted 


Component  

Agency  Admin  Fees 
Program  Support 
Program  Support 
Incidental  Health 
Fringe  Benefits 
Asst  Program  Director 
Speech/Language,  etc 
Non- Reimbursable  Cost 
Case  Worker/Mgr  -  Masters 
Case  Worker/Manager 
Certified  Alcoholism/ 
Substance  Abuse  Counselor 
Certified  Vocational 
Rehab 
Counselor 

Client  Personal  Allowance 

Client  Personal 

Allowances 

Live  Work  Resources 

Dir  Care/Prog  Cons 

Program  Support  Staff 

Counselor 

Counselor  Licensed 
Data  Processing 
Day  Care  Assistant 
Teacher/Aide 
Day  Care  Director 
Day  Care  Teacher 
Physician 
Prog  Supplies 
Facilities  Operation 
Client  Trans 
Facilities  Operation 
Dietician 

Agency  Admin  Support 
Program  Support  Staff 
Payroll  Taxes 
Facilities  Operation 
Client  Trans 
Program  Administration 
Agency  Administration 
Non- Reimbursable  Cost 
Meals 

Non- Reimbursable  Cost 
Program  Supplies 
Facilities  Operation 
Program  Support  Staff 
Facilities  Operation 
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Alphabetical  listing  of  Expenses  and  Corresponding  Component 


Expense 


Component 


Legal  Fees  -  Client  Related 
Legal  Fees 
License  Fees 

Licensed  Practical  Nurse 

Life  Insurance  (Direct  Care) 

Maintenance  Personnel 

Medical  Insurance  (Direct  Care! 

Medicine 

Penalties 

Pension  (Direct  Care) 
Professional  Insurance  - 
Relief  -  Contracted 
Relief  on  Payroll 


Security  Deposit 

Tuition  Benefits 

Unemployment  Ins.    (Direct  Care) 

Workers  Compensation  (Direct  Care) 


Program  Support 

Agency  Admin  Support 

Facilities  Operation 

Licensed  Practical  Nurse 

Fringe  Benefits 

Prog.  Support  Staff 

Fringe  Benefits 

Medicine/Pharmacy 

Non- Reimbursable  Cost 

Fringe  Benefits 

Program  Support 

Direct  Care  /Prog  Consult 

Direct  I,  II,  III  or 

applicable  direct  care/ 

program  staff 

Non -Reimbursable  Cost 

Fringe  Benefits 

Payroll  Taxes 

Payroll  Taxes 
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SOURCES  AND  METHODOLOGIES 


FOR  INDIVIDUAL  COMPONENT  PRICES 

The  component  prices  included  in  this  Catalogue  were 
developed  for  use  in  FY'  93.  This  Appendix  sets  forth, 
briefly,  the  methodologies  used  to  develop  individual 
component  prices  so  that  they  can  be  followed  or  refined  in 
developing  future  years  component  prices. 

In  many  cases,  component  prices  are  based  upon  published 
material  readily  available  to  the  general  public.  However, 
in  some  cases,  component  prices  are  based  on  original  survey 
research  conducted  by  the  Office  of  Purchased  Services  or 
analysis  of  databases  developed  by  OPS  or  the  Division  of 
Purchased  Services.  In  all  such  cases,  DPS  will  make  the 
databases  and  analysis  available  to  interested  governmental 
agencies  and  individuals. 


102  Program  Director 

The  Office  of  Purchased  Services  conducted  a  survey  of  all 
human  service  provider  staff  salaries  and  associated 
turnover  rates  in  fiscal  year  1990  (the  Salary/Turnover 
Survey) .  The  price  ranges  for  program  directors  are  based 
upon  the  slope  of  the  curve  defined  by  plotting  the  salary 
and  the  number  of  full  time  equivalent  staff  supervised  for 
each  program  director  position  reported.  The  curve  was  then 
segmented  by  FTEs  supervised  and  the  midpoint  of  each 
segment  was  calculated.  The  price  ranges  are  the  midpoint 
plus  or  minus  20  percent.  Twenty  percent  is  the  average  of 
the  standard  deviations  in  program  director's  salaries  for 
each  grouping  (segment) ,  weighted  by  the  number  of  program 
directors  in  each  grouping  and  expressed  as  a  percentage  of 
the  mean  salary  of  the  grouping.  Additional  weighting  was 
also  calculated  for  the  supervision  of  professional  staff. 

103  Assistant  Program  Director 

The  multiplication  factor  for  each  salary  range  is  the 
average  of  the  ratios  of  Assistant  Program  Director  salaries 
reported  by  survey  respondents  to  the  Salary/Turnover  Survey 
in  response  to  Executive  Director  salaries.  This 
relationship  was  used  as  a  proxy  for  the  relationship 
between  Program  Director  and  Assistant  Program  Director 
because  data  on  the  latter  were  not  available.  Note 
however,  that  this  proxy  compares  favorably  with  other 
analyses  of  the  relationship  between  supervisor/subordinate 
salaries.  See  Components  104  and  133. 


90-23 


104  Supervising  Professional 

The  factor  is  the  average  of  the  ratios  of  total  salaries 
designated  as  "supervisory"  by  survey  respondents  in  the  OPS 
Staff  Salary/Turnover  Survey  to  total  salaries  designated  as 
"senior"  or  "entry  level"  for  each  of  the  staff  categories 
105-135,  weighted  by  the  total  number  of  reported  positions 
in  each  staff  category. 


105  Physician 

Source:  Survey  conducted  by  the  Massachusetts  League  of 
Community  Health  Centers  in  1991. 


106  Physician's  Assistant 

Source:  Unit  7  Collective  Bargaining  Agreement  with  the 
Commonwealth  of  Massachusetts,  Appendix  C  -  Pay  Scales 
Effective  October  1,  1989  -  Physician's  Assistant,  Grade  6. 


107  Registered  Nurse  -  Masters,  Psychiatric  Nurse,  Nurse 
Practitioner,  Nurse  Midwife,  Nurse  Anesthetist, 

Source:  Survey  conducted  by  the  Massachusetts  Hospital 
Association  in  1990. 


108  Registered  Nurse 

Source:  Survey  conducted  by  the  Massachusetts  Hospital 
Association  in  1990. 


109  Licensed  Practical  Nurse 

Source:  Survey  conducted  by  the  Massachusetts  Hospital 
Association  in  1990. 


110  Pharmacist 

Source:  Survey  conducted  by  the  Massachusetts  Hospital 
Association  in  1990. 


Ill  Occupational  Therapist 

Source:  Unit  7  Collective  Bargaining  Agreement  with  the 
Commonwealth  of  Massachusetts,  Appendix  C  -  Pay  Scales 
Effective  October  1,  1989  -  Occupational  Therapist  I,  Grade 
2  . 
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112  Physical  Therapist 

Source:  Survey  conducted  by  the  Massachusetts  Hospital 
Association  in  1990. 


113  Speech  Language  Pathologist,  Audiologist 

Source:  Unit  7  Collective  Bargaining  Agreement  with  the 
Commonwealth  of  Massachusetts,  Appendix  C  -  Pay  Scales 
Effective  October  1,  1989 


114  Dietician/Nuitritionist 

Source:  Survey  conducted  by  the  Massachusetts  Hospital 
Association  in  1990. 


115  Special  Education  Teacher 

Source:  Massachusetts  Department  of  Education,  Bureau  of 
Data  Collection  and  Reporting,  1989-90  Quirk  v.  Anrig  Salary 
Schedules,  using  step  0  as  the  bottom  of  the  range  and  step 
9  as  the  top.  These  schedules,  updated  annually  by  DOE,  are 
based  on  a  statewide  weighted  average  of  the  salary 
schedules  used  by  the  Local  Educational  Authorities  and  are 
mandated  for  use  by  the  Department  of  Education  in 
institutional  staffing,  pursuant  to  the  Quirk  v.  Anrig  case. 
The  first  salary  range  has  been  increased  by  20  percent  to 
account  for  the  year  round  staffing  procedures  practiced  by 
some  special  education  programs,  i.e.  12  "months  vs.  10 
months . 


116  Teacher 

Source:  Massachusetts  Department  of  Education,  Bureau  of 
Data  Collection  and  Reporting,  1989-90  Quirk  v.  Anrig  Salary 
Schedules,  using  step  0  as  the  bottom  of  the  range  and  step 
9  as  the  top.  These  schedules,  updated  annually  by  DOE,  are 
based  on  a  statewide  weighted  average  of  the  salary 
schedules  used  by  the  Local  Educational  Authorities  and  are 
mandated  for  use  by  the  Department  of  Education  in 
institutional  staffing,  pursuant  to  the  Quirk  v.  Anrig  case. 
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117  Day  Care  Director 

Source:  A  study  of  salaries  for  Day  Care  Directors  as 
reported  in  the  Uniform  Financial  Reports  for  the  year 
ending  June  30,  1990  submitted  to  the  Division  of  Purchased 
Services.  The  range  was  determined  by  disallowing  the  low 
and  high  ends  of  the  range  to  determine  the  price. 


118  Day  Care  Lead  Teacher 

The  factor  is  the  ratio  of  the  mean  salary  for  positions 
designated  by  the  survey  respondents  in  the  OPS  Staff 
Salary/Turnover  Survey  as  "Direct  Care/Program  Staff  III"  to 
the  mean  salary  for  positions  designated  as  "Direct  Care 
Program  Staff  I  -  Entry  or  Senior  Level". 


119  Day  Care  Teacher 

The  factor  is  the  ratio  of  the  mean  salary  for  positions 
designated  by  the  survey  respondents  in  the  OPS  Staff 
Salary/Turnover  Survey  as  "Direct  Care/Program  Staff  II"  to 
the  mean  salary  for  positions  designated  as  "Direct  Care 
Program  Staff  I  -  Entry  or  Senior  Level". 


120  Day  Care  Assistant  Teacher/ Aide 

Source:  Analysis  of  the  OPS  Staff  Salary/Turnover  Survey. 
The  average  annual  salary  for  staff  classified  as  "Direct 
Care/Program  Staff  I"  was  $15,979.00  and  the  average 
turnover  rate  for  all  such  positions  was  66.42%.  For  the 
same  period,  the  turnover  rate  for  all  positions  listed  in 
this  catalogue  was  slightly  less  than  40.00%.  The  midpoint 
of  the  price  range,  $19,000.00  was  set  at  the  reported 
salary  level  at  which  turnover,  on  average  matched  the 
current  average  for  all  positions  of  40.00%.  The  survey  also 
disclosed  a  standard  deviation  for  all  direct  care/program 
staff  I  salaries  of  approximately  $3,000.00.  This  figure  was 
used  to  construct  a  range  around  the  selected  midpoint. 


121  Psychiatrist 

Source:  Surveys  conducted  by  the  National  Council  of 
Community  Mental  Health  Centers,  The  1989  Survey  of  Salary. 
Benefits  and  Staffing  Patterns  of  Community  Mental  Health 
Providers  and  the  1989  American  Medical  Association  data 
published  in  the  Psychiatric  Times.  January  1991.  . 
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122  Psychologist  -  Doctorate 

Source:  American  Psychological  Association  Survey,  Earned 
Income  ,  1989. 


123  Psychologist  -  Masters 

Source:  American  Psychological  Association  Survey,  Earned 
Income  ,  1989. 


124  Social  Worker  -  LICSW 

Source:  Survey  conducted  by  the  Mental  Health  Corporations 
of  Massachusetts,  1991. 


125  Social  Worker  -  LCSW 

Source:  Survey  conducted  by  the  Mental  Health  Corporations 
of  Massachusetts,  1991. 


126  Social  Worker  -  LSW 

Source:  Survey  conducted  by  the  Mental  Health  Corporations 
of  Massachusetts,  1991. 


127  Licensed  Counselor 

See:  Social  Worker  -  LSW,  Component  126 


128  Certified  Vocational  Rehabilitation  Counselor 

See:  Direct  Care/Program  Staff  III,  Component  134 


129  Certified  Alcoholism  Counselor 
Certified  Drue  Abuse  Counselor 
Certified  Alcoholism/Drug  Abuse  Counselor 

See:  Direct  Care  Program  Staff  III,  Component  134. 


130  Counselor 

See:  Director  Care/Program  Staff  II,  Component  135. 


131  Case/Worker  Manager  -  Masters 

See:  Licensed  Counselor,  127 


90-27 


132  Case  Worker/Manager 

See    Licensed  Counselor,  Component  133. 


133  Direct  Care/Program  Staff  Supervisor 

This  multiplication  factor  is  the  ratio  of  total  salaries 
designated  "supervisory"  by  survey  respondents  to  the  Staff 
Salary  Turnover  Survey  to  total  salaries  designated  as 
"senior"  or  "entry  level"  for  each  of  the  staff  categories 
136-138,  weighted  by  the  total  number  of  reported  positions 
in  each  staff  category. 


134  Direct  Care/Program  Staff  III 

This  multiplication  factor  is  the  ratio  of  the  mean  salary 
for  positions  designated  by  survey  respondents  in  the  Staff 
Salary/Turnover  Survey  as  "Direct  Care/Program  Staff  III"  to 
the  mean  salary  for  positions  designated  as  Direct 
Care/Program  Staff  I  -  Entry  or  Senior  Level. 


135  Direct  Care  Program  Staff  II 

This  multiplication  factor  is  the  ratio  of  the  mean  salaries 
for  positions  designated  by  survey  respondents  in  the  Staff 
Salary /Turnover  Survey  as  "Direct  Care/Program  Staff  II  - 
Entry  or  Senior  Level"  to  the  mean  salary  for  positions 
designated  as  "Direct  Care/Program  Staff  I  -  Entry  or  Senior 
Level " . 


136  Direct  Care  Program  Staff  I 

Source:  Analysis  of  the  Staff  Salary/Turnover  Survey.  The 
average  annual  salary  for  staff  classified  as  "Direct 
Care/Program  Staff  I"  was  $15,979.00  and  the  average 
turnover  rate  for  all  such  positions  was  66.42%.  For  the 
same  period,  the  turnover  rate  for  all  positions  listed  in 
this  catalogue  was  slightly  less  than  40.00%.  The  midpoint 
of  the  price  range,  $19,000,  was  set  at  the  reported  salary 
level  at  which  turnover,  on  average,  matched  the  current 
average  for  all  positions  at  40.00%.  The  survey  also 
disclosed  a  standard  deviation  for  all  direct  care/program 
staff  I  salaries  of  approximately  $3,000.00.  This  figure 
was  used  to  construct  a  range  around  the  midpoint. 
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137  Program  Secretarial,  Clerical  Staff 

Source:  The  Boston  Bureau  of  Labor  Statistics:  Wage  and 
Salary  Survey:  1990.  The  average  salary  for  file  clerks 
and  secretaries  were  used  to  develop  the  range  for  this 
component . 


138  Program  Housekeeping,  Maintenance,  Groundskeeper 

Source:      The  Boston  Bureau  of  Labor  Statistics:      Wage  and 
Salary  Survey:     1990,  General  Maintenance  average  salary 
range . 


150  Payroll  Taxes 

This  price  range  was  developed  by  applying  the  statutory 
rates,  shown  below,  to  the  average  of  all  salaries  reported 
by  respondents  to  the  Staff  Salary/Turnover  Survey  and, 
then,  by  dividing  the  resulting  dollar  amount  by  the  average 
salary  in  order  to  express  the  result  as  a  percentage. 


FICA 
MUICA 

Worker's  Compensation 
FUTA 


7.65  of  salaries  up  to  $48,000 

from  1.4%  to  5.6%  of  salaries  only 
up  to  $7000.00 

Varies  -  Commonwealth  of  Mass.' 
rate  of  1.80%  was  used  as  a  proxy, 
from  0.8%  to  6.2%  of  salary  only  up 
to  $7000.00. 


151  Fringe  Benefits 

Source:  Several  reports  and  surveys  were  used  to  factor  the 
range .  Tattered  Fringes:  The  Sad  State  of  Fringe  Benefit 
Packages  in  Human  Service  Agencies  and  What  Can  Be  Done 
About  It.  Massachusetts  Council  of  Human  Services  Providers, 
Inc.,  February  1989  was  used  to  determine  the  type  of  fringe 
benefits,  the  breakdown  of  health  maintenance  organizations 
and  standard  health  plans,  the  types  of  benefits  available 
to  employees  and  the  percentage  of  agencies  offering 
specific  fringe  benefits  .  A  survey  of  the  1990  premium 
costs  of  the  health  maintenance  organizations  and  health 
idemnity  plans  was  also  analyzed  using  data  from  the 
Division  of  Insurance.  The  national  average  of  the  type  of 
fringe  benefits  and  percentage  offered  to  employees  was  also 
used  to  factor  the  price.  This  data  was  available  in  the 
Occupational  Outlook  Quarterly.  Fall  1990,  "Beyond  Your 
Paycheck:  An  Employee  Benefits  Primer",  Michael  Stanton. 
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202  Direct  Care  Specialists 

All  prices  are  based  on  the  cited  Rate  Setting  Commission 
regulation  except  the  price  ranges  for  the  Direct 
Care/Program  Staff,  202-24,  which  is  based  on  a  survey  of 
Relief  Agency  fee  schedules. 


203  Provider  Reimbursement/  Stipends 

All  prices  are  the  current  stipend/ re imbursment  authorized 
by  the  purchasing  governmental  unit  except  the  prices  for 
Specialized  Home  Care  and  Therapeutic  Foster  Care,  which  are 
based  on  actual  price  paid  by  the  majority  of  program 
providers  in  FY'  90  and  the  price  for  Family  Day  Care 
Providers  which  is  based  on  the  recommendations  of  the 
Governor's  Day  Care  Partnership  Advisory  Committee  on  Child 
Care  Staff  Recruitment  and  Retention. 


205  Staff  Mileage 

The  source  for  Staff  Mileage,  is  U.S.  General  Services 
Administration,  (Investigation  of  Operating  Costs  of 
Privately  Owned  Vehicles  1990. 

207  Meals 

The  United  State  Department  of  Agriculture,  Human  Nutrition 
Information  Service's  Cost  of  Food  at  Home,  July  1989  was 
used  as  the  base.  This  publication  gives  an  average  weekly 
food  cost  for  individuals  in  11  age  and  gender  categories 
and  four  food  "plans"  -  Thrifty,  Low  Cost,  Moderate  and 
Liberal . 

The  11  age  and  gender  categories  were  collapsed  into  four 
categories-  Preschool  aged  children,  School  aged  children, 
Adolescents  and  Adults. 

The  price  range  was  developed  by  using  the  low  end  of  the 
Moderate  Plan  and  the  high  end  of  the  Liberal  Plan. 

These  figures  were  divided  by  21  to  generate  per  meal  cost. 

The  per  meal  cost  was,  then  multiplied  by  1.047  to  adjust 
for  the  New  England  regional  differences .  The  regional 
adjustment  factor  was  derived  by  calculating  the  percentage 
difference  between  regional  and  national  Consumer  Price 
Index  (All  Consumers) ,  Food  at  Home  components  for  the  month 
of  June,  1989. 

The  regional  per  meal  costs  were  multiplied  by  1.077  to 
adjust  for  the  inflation  which  occurred  from  June  1989  to 
March  1991.     The  Inflation  adjustment  factor  was  derived  for 
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the  June  to  October  amount  and,  then,  dividing  the  result  by 
the  June  amount  in  order  to  determine  a  percentage  change 
from  June  to  October. 

An   additional    category   was    added    for   meals    for  infants. 
Under    the    Massachusetts    Women    and    Infants    Program  (WIC) 
$19.72   is  provided  per  infant   for  formula  supplemented  by 
juice  and  cereal. 


208  Client  Transportation 

The  price  range  for  owned  or  lease  vehicles,   208-2  through 
208-5,     are    based    on    a    survey    of     automobile  leasing 
companies'  annual  leasing  rates  conducted  by  the  Division  of 
Purchased  Services,  Pricing  Bureau. 
See:     Staff  Mi leage /Travel ,  Component  205. 


390  Facility,  Operation,  Maintenance  and  Furnishing 

The  prices  for  Office/Retail  and  Industrial/R  &  D  Operation, 
392  and  393,  were  derived  from  the  Building  Owners  and 
Mangers  Association,  Experience  Exchange  Report,  1989, 
reported  "Mid  range"  of  "Operating  Expenses  per  Square  Foot" 
(after  excluding  "Administrative  Expenses")  for  "All  Boston, 
"All,  Suburban,  "Boston,  Under  50,000  Square  Feet"  and 
Suburban,  Under  50,000  Square  Feet". 


410  Agency  Administration  and  Support 

The  price  ranges  for  this  component  were  developed  by  an 
review  of  624  Uniform  Financial  Reports  for  the  year  ending 
6/30/90,  submitted  to  the  Division  of  Purchased  Services. 
The  total  dollar  amount  allocated  for  administration  was 
subtracted  from  total  expenses  (as  detailed  in  the  Statement 
of  Revenue  and  Expense  and  Change  in  Fund  Balance  Schedule, 
or  Supplemental  Expense  Schedule  B,  or  the  Statement  of 
Functional  Expenses  of  the  UFR.  By  dividing  the  total 
dollars  by  the  expense -administrative  costs  the  average 
percentage  for  administration  was  determined.  Data  was 
sorted  by  the  number  of  million  of  dollars  of  operating 
expenses  and  an  average  administrative  percentage  for  each 
table  was  established.  A  percentage  range  for  each  category 
was  then  developed  using  the  mean  percentage  plus  one  half 
of  a  standard  deviation. 
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150  Payroll  Taxes 

Price  Range:  Negotiable 


151  Fringe  Benefits 

Price  Range:  Negotiable 


202  Direct  Care  Specialists 

Price:  This  table  represents  the  allowable  price 
according  to  Rate  Setting  Commission  Regulations. 


Psychiatry- 
Psychiatric  Evaluation 

Private  Duty  Nursing 


$73.00 


Weekdays 
Weekends 
Holidays 


RN 

$19.10/hr. 
$20.60/hr. 
$28.65/hr. 


Individual 
LPN 

$14.40/hr. 
$15.50/hr. 
$21.60/hr. 


RN 


Agency 

LPN 


$29.50/hr 

$31.85/hr. 

$44.25/hr. 


$22.35/hr. 
$24.00/hr. 
$33.40/hr. 


Restorative  Services 


Physical  Therapy 
Occupational  Therapy 
Speech/Lange  Therapy 


In-Of f ice 
1st  30      Next  15 
Minutes  Minutes 


Outside 
1st  30        Next  15 
Minutes  Minutes 


$17.70 
$17.70 
$17.70 


$8.90 
$8.90 
$8.90 


$18.41 
$18.41 
$18.41 


$9.23 
$9.23 
$9.23 


Other  service  prices  are  negotiable,  unless  special  services 
as  defined  by  Rate  Setting  Commission  regulations. 
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410  Agency  Administration  and  Support 

Price:  From  Table  1  below,  multiply  the  appropriate 
percentage  by  the  sum  of  all  component  prices  listed  above. 
The  percentage  should  be  based  on  the  total  agency  and  then 
applied  to  each  contract.  The  maximum  administrative  expense 
ranges  should  be  graduated,  i.e.  22.47%  is  allowed  for  the 
agency's  first  million  dollars,  up  to  17.78%  on  the  dollars 
between  one  and  two  million  dollars,  up  to  14.79%  on  the 
dollars  between  two  and  five  million  dollars  and  up  to 
14.35%  for  the  dollars  exceeding  five  million.  The  agency 
then  has  to  add  up  the  total  dollars  allowable  for 
administration  according  to  the  ranges  and  divide  it  by  the 
total  agency  expense.  This  percentage  becomes  the  maximum 
allowable  administrative  rate  for  the  agency.  This  maximum 
allowable  percentage  will  be  the  maximum  amount  reimbursed 
on  a  state  contract. 

If  applicable,  add  the  adjustment  factor  from  Table  2  below. 
This  amount  should  only  be  applied  to  the  contracts  which 
have  third  party  income,  it  should  not  be  allocated  to 
contracts  which  do  not  have  third  party  income. 


Table  1 


Provider  Agency  Gross  Operating  Expenses 
According  to  Most  Recent  Financial  Statement 


Support 
Rate 


$  0 

$1,000,000 
$2,000,000 
$5,000,000  + 


999,999 
1,999,999 
4,999,999 


Up  to  22.47% 
Up  to  17.78% 
Up  to  14.79% 
Up  to  14.35% 


Table  2 


Support  Add -Ons 


Third  Party  Fees 


0.10  times 
Estimated  Collections 


90-33 


FISCAL  YEAR  1993  COMPONENT  PRICE  CATALOGUE 

ADDENDUM  1 

APRIL  16,  1992 


Sleep  Positions 

Sleep  positions  should  be  reported  separately  on  the  budget 
as  a  Direct  Care  I  component.  These  positions  should  not  be 
included  with  other  Direct  Care  I  components.  The  amount 
budgeted  per  FTE  for  sleep  positions  can  be  less  than  the 
low  end  of  the  range  of  the  Component  Price  Catalogue.  The 
budget  should  indicate  that  this  component  is  for  sleep 
positions. 

Overtime  Costs 

The  budget  should  should  indicate  the  full  cost  of  the 
component  line,  but  should  then  note  the  overtime  portion  of 
the  cost  on  the  budget  as  a  footnote  or  other  separate 
method.  The  inclusion  of  overtime  costs  without  any  notation 
may  cause  the  component  price  to  exceed  the  price  range, 
thereby  disqualifying  a  proposal.     Price  comparisons  should 
only  involve  the  comparison  of  base  salaries  to  the 
catalogue  amounts. 
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Chelsea  Soldier's  Home 

DEPT  PROGRAM  DEFINITION 


CHE  2401  ACUTE  CARE-CHELSEA 

CHE  2402  LONG-TERM  CARE-CHELSEA 

CHE  2403  DOMICILIARY  CARE-CHELSEA 

CHE  2404  OUTPATIENT  SERVICES-CHELSEA 

CHE  2405  ALZHEIMER'S  UNIT-CHELSEA 

Disabled  Persons  Protection  Comm. 

DEPT  PROGRAM  DEFINITION  


DAC       2014       DISABLED  ABUSE  HOTLINE 

Department  of  Mental  Health 

DEPT  PROGRAM  DEFINITION 


DMH 

3020 

COMPREHENSIVE  STAFF  TRAINING 

DMH 

3021 

PSYCHIATRIC  RESIDENCY  TRAINING 

DMH 

3022 

MULTI-DISCIPLINARY  TRAINING 

DMH 

3030 

CRISIS  INTERVENTION 

DMH 

3031 

EMERGENCY  SHELTER 

DMH 

3032 

CASE  MANAGEMENT 

DMH 

3033 

SKILLS  TRAINING 

DMH 

3034 

COMMUNITY  SUPPORT  CLUBHOUSE 

DMH 

3035 

SUPPORTED  EMPLOYMENT 

DMH 

3040 

SPECIALIZED  RESIDENTIAL 

DMH 

3041 

HIGH  INTENSITY  RESIDENCE 

DMH 

3042 

MODERATE  INTENSITY  RESIDENCE 

DMH 

3043 

LOW  INTENSITY  RESIDENCE 

DMH 

3044 

SATELLITE  RESIDENCE 

DMH 

3045 

SUPPORTED  HOUSING 

DMH 

3050 

OUTPATIENT  SERVICES 

DMH 

3051 

PSYCHIATRIC  DAY  TREATMENT 

DMH 

3052 

FORENSIC  EVALUATION 

DMH 

3053 

DROP-IN  CENTER/SOCIAL  CLUB 

DMH 

3054 

CONSUMER/FAMILY  SUPPORT 

DMH 

3055 

COMMUNITY  SUPPORT 

DMH 

3056 

INDIVIDUAL  SUPPORT 

DMH 

3060 

CASE  MANAGEMENT  (CH) 

DMH 

3061 

HOME  TREATMENT/CRISIS  INTERVENTION 

DMH 

3062 

DAY  TREATMENT  I 

DMH 

3063 

DAY  TREATMENT  II 

DMH 

3064 

OUTPATIENT  SERVICES  (CH) 

DMH 

3065 

COMMUNITY  &  SCHOOL  THERAP.  SUPPORT 

DMH 

3066 

INDIVIDUAL  SUPPORT(BLANKET) 

DMH 

3070 

CRISIS  PLACEMENT 

DMH 

3071 

THERAPEUTIC  FAMILY  CARE 

DMH 

3072 

RESIDENTIAL  TREATMENT  I 

DMH 

3073 

RESIDENTIAL  TREATMENT  II 
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ft  J  i  i 

DMH 

3074 

RESIDENTIAL  TREATMENT  III 

DMH 

3075 

FLEXIBLE  SUPPORT,  RESIDENTIAL 

DMH 

3080 

i    itp  ft  mn  /r™  f*i     p*  i  r^p**  ft.  itpi  a  i    T~r*»  r—  a  t  a  irk  it 

INTENSIVE  RESIDENTIAL  TREATMENT 

r~\  ft  a  ii 

DMH 

3091 

■  ft  i  p*-t  a  ^ri  f~  ft  it   a  (~\  ft  ft  i  fh fs  i  / — \  ft  i  r*\ 

INPATIENT  ADMISSIONS 

DMH 

3092 

a      i  tTr  i  ft  i r*»  a  ti  F"  ft  it 

ACUTE  INPATIENT 

r— \  t  ail 

DMH 

3093 

i  ft  ixn  f™i  ft  a  r™  r*>  ■  a  tf  i  ft  i  r*\  a  ^ti  f"  ft  i^* 

INTERMEDIATE  INPATIENT 

DMH 

3094 

CVTCK  1  r>  F~  F"\   IMn  ATI  r-  ft  |T 

EXTENDED  INPATIENT 

l-N  ft  IN 

DMH 

3095 

I  ft  ITr  k  IOIV  /r~   Ikin  ATICMT  /pN  ft  4 1  l\ 

INTENSIVE  INPATIENT  (DMU) 

PN  ft  J  || 

DMH 

3096 

r*> f*\,/fn  i  i /-n /**■»  p~ p^  i  a  th  i  ^>  a  p*  i  itp  i  ft  i r**  a  ti  f~ ft  it 

PSYCHOGERIATRIC  ACUTE  INPATIENT 

pii  111 

DMH 

3097 

OfN\//%  i  i /*"\ /■*>  r~ p**  i  a  tf**  i  /*"*  p~  y/tf~  ft  i r*> r~  f>  i  ft  i  r*\  a  ti     ft  it 

PSYCHOGERIATRIC  EXTENDED  INPATIENT 

P-V  ft  II  1 

DMH 

3098 

1  ft  ITT*  ft  |       l\  /F™    ft  1 1   1  ^>       1  ft  |  /""%    |  ft  ■  p>\  a  ^Tl  P™  ft  IT" 

INTENSIVE  NURSING  INPATIENT 

f  \  ft  J 1  I 

DMH 

3099 

i  ft  i  P*  a  *t*i  r™  ft  i^r  p~  /""\  r~\  ^~  a  i  /*"\  ■  /■%       \  *  a  ■  ■  ■  a  ^ti  p*\  ft  i 

INPATIENT  FORENSIC  EVALUATION 

DMH 

3100 

/— v        VX 1    I  A  1    I    V  X    r~N  A  ft  1         r™  r-~t         I    I  » — \     I    ■  ft  |  IT* 

SEXUALLY  DANGEROUS  UNIT 

DMH 

3101 

ft  ft  r*>  /ft  J  1    I  ft  1  l—\  A  T  1  r~*  ft  IT 

MR/MI  INPATIENT 

DMH 

3102 

p-s         a  F"    1  ft  1  r— \  A  T  1        ft  1  ^F 

DEAF  INPATIENT 

DMH 

3111 

i— i  r- n  i  a  Tn  i  f^    a       i  i r-   ■  ft  i  r*"\  a  t* i  r*  ft  i 

PEDIATRIC  ACUTE  INPATIENT 

f->  ft  ail 

DMH 

3112 

r™ p\  i  a  th  i  p%  ohha  i  a  i  i     r™ i  ft  i p>  a  ^fi  f™ ft  i^f 

PEDIATRIC  SPECIALIZED  INPATIENT 

r— \  ft  a|i 

DMH 

3113 

a  pn^^i  f"f*     p™ ft  it*  x*> p*  i  p%  i  p*  i  ft  i p*  a  ^ri  f™ ft  it 

ADOLESCENT  CRISIS  INPATIENT 

pNft  ail 

DMH 

O  A  A  A 

31 14 

*P\AI    CPnClIT    A           ITr"    1  ft  1  ft  A  T 1  r* ft  IT 

ADOLESCENT  ACUTE  INPATIENT 

DMH 

A  A  E 

3115 

An/"M  r~ /~* r~ ft  it  onrjr*i  a  i  i^r^p\  imp»  aticmt 

ADOLESCENT  SPECIALIZED  INPATIENT 

p\  ft  aii 

DMH 

O  A   A  C 

31 16 

OPEN  DORM  RESIDENCE 

pv  ft  a  ii 

DMH 

31 17 

to  a  ft  i  niTiAk  iai  rjcoincftiAC 

TRANSITIONAL  RESIDENCE 

r*\  ft.  II  l 

DMH 

3124 

r\r*ft  iti  oTnw 

DENTISTRY 

DMH 

3125 

PHYSICAL  THERAPY 

DMH 

3126 

OCCUPATIONAL  THERAPY 

DMH 

3127 

SPEECH  THERAPY 

DMH 

3128 

RECREATIONAL  THERAPY 

DMH 

3129 

VOCATIONAL  REHABILITATION 

DMH 

3130 

EVENING  &  WEEKEND  COVERAGE 

DMH 

3131 

COMPREHENSIVE  MEDICAL  SERVICES 

DMH 

3132 

COMPREHENSIVE  PSYCHIATRIC  SERVICES 

DMH 

3142 

PHARMACY  SERVICES 

Department  of  Mental  Retardation 


DEPT  PROGRAM  DEFINITION 


DMR 

3150 

SPECIALIZED  HOME  CARE 

DMR 

3151 

RESIDENTIAL  FACILITY 

DMR 

3152 

COMMUNITY  RESIDENCE 

DMR 

3153 

ICF/A 

DMR 

3154 

ICF/B 

DMR 

3155 

SATELLITE  RESIDENTIAL 

DMR 

3156 

LIMITED  GROUP  HOME 

DMR 

3157 

STAFFED  APARTMENT  I 

DMR 

3158 

STAFFED  APARTMENT  II 

DMR 

3159 

SUPERVISED  RESIDENCE 

DMR 

3160 

COOP  APARTMENT  I 

DMR 

3161 

BLANKET  RESIDENTIAL 

DMR 

3163 

EDUCATION  &  TRAINING 

DMR 

3164 

DAY  HABITATION 

DMR 

3165 

DAY  AND  WORK  PREPARATION 
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L. /IVI IA 

3166 

BLANKFT  NON-RFSIDFNTIAL 

L->  1— TAI  N  i\L—  1    1  iwI  l   l\UwlL/L.ll  1  1  f\  l— 

DMR 

L~f  ivi  r\ 

3167 

EMPLOYMENT  &  TRAINING 

DMR 

1 V 1 1  \ 

3168 

SUPPORTED  EMPLOYMENT 

DMR 

i-J  1  V  1  1  \ 

3170 

CLINICAL  TEAM 

DMR 

3174 

SUPPORTIVE  SERVICE  BLANKET 

DMR 

3176 

FAMILY  SUPPORT 

DMR 

3177 

INDIVIDUAL  SUPPORT 

DMR 

3178 

MR  TRAINING 

IV 1 1  X     1  1  XT  \ II  ill  1  ^w* 

DMR 

3180 

NON-FACILITY  BASED  RESPITE 

DMR 

I— '  1 VI 1  \ 

3181 

v  1  U  I 

PERSONAL  CARE  ATTENDANT 

1    LiXwViirVL  wr\i  \i_  /  \  i   i        iL/ni  i  i 

DMR 

I VI  IA 

318? 

TEMPORARY  RESIDENTIAL  FACILITY 

DMR 

i— *  ivi  rv 

3191 

CORE-NURSING  RECRUITMENT 

DMR 

\-j  ivi  r\ 

3196 

TRANSPORTATION 

DMR 

3202 

MEDICAL  SERVICES 

DMR 

%-J  i  vi  r\ 

3207 

DENTISTRY  SERVICE 

DMR 

3208 

PSYCHIATRY  SERVICE 

r  o  i  wii  i  r\  i  r\  i  oli  \  v  I  vL 

DMR 

LJ 1 V 1 1  \ 

3211 

PHARMACY  SERVICE  (SPECIALS 

L^lVlrx 

1  ^ 

FMFRf^FNPY  MFH/AMRt  Jl  ANPF  ^FRV/IPF 

LIVILlNwUlivy  1    IVIL_.LJ/rMVIDLJ L-TA INOC  OliaVIvL 

DMR 

3239 

COSMETOLOGY 

DMR 

3240 

PART-TIME  DIRECT  CARE  SERVICES 

DMR 

3247 

SOCIAL  SERVICES  DIRECT  CARE 

DMR 

3253 

VISUALLY  IMPAIRED  SERVICE 

DMR 

3263 

DIETARY  SERVICE 

DMR 

3279 

GUARDIANSHIP  SERVICES 

DMR 

3280 

ELDER  DAY 

DMR 

3281 

EMERGENCY  BLANKET 

Department  of  Corrections 

DEPT  PROGRAM  DEFINITION  

DOC  7402  CONTRACTED  INMATE  HOUSING 
DOC       7403       MEDICAL  AND  MENTAL  HEALTH 


Department  of  Education 

DEPT  PROGRAM  DEFINITION  

DOE       5098       BUREAU  OF  INSTITUTIONAL  SCHOOLS  PROGRAMS 

Department  of  Public  Health 


DEPT  PROGRAM  DEFINITION 


DPH 

3300 

AIDS  HOME  HEALTH/HOME  HOSPICE 

DPH 

3303 

CHILDREN  &  YOUTH/PEDIATRIC 

DPH 

3306 

CHC  ADMINISTRATIVE  SERVICE 

DPH 

3307 

COMPREHENSIVE  ADOLESCENT  HEALTH  (CAHP) 

DPH 

3309 

CHC  DENTAL  HEALTH 

DPH 

330A 

COMPREHENSIVE  ADOLESCENT  HEALTH  (CAHP) 

DPH 

3310 

DENTAL  HYGIENIST 

DPH 

3313 

DEVELOPMENTAL  DAY  CARE 

DPH 

3315 

DRIVER  ALCOHOL  EDUCATION 
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Urn 

331  1 

CADI  \/  IMTCD\ /CMTI/nM 

tAKLY  IN  I  tKVtN  I  ION 

Urn 

OH  Q 

ooi  y 

r  aijii  \/  ni  AMMIMP  CCDl/IPCC 

rAMILY  rLANNING  StKVIOtS 

npM 
urn 

OOZU 

CI  IRQTAMrP  ARI  ICC  DDP\/CMTinM  SL  PHI  IPATIOM 
0UD0  I  MINV-<C  MDUOt  r(\C VtIN  I  IV_>lM  at  CUUUn  I  IvJIN 

urn 

OoZ  I 

nRn\A/TM  X.  Ml  ITPITIOM  PI  INIPO 
\DT\\JV\I  I  n  «  iNU  I  r\l  I  IV— 'IN  VsLIINIV^O 

Urn 

1111 

Mi\  /  CADI  V  CrDCCMIMP  If  TDC  ATMCMT 

HIV  tAKLY  SOKttNING  01  I  KtA  I  MtN  I 

Urn 

111Q 

33Z9 

r  a  Kin  V  U/"\»/|C  V/IOITIMP  DDriPDAlll 

rAMILY  HUMt  viol  I  ING  PKOGKAM 

Urn 

66ZU 

Air»C/CI  ID    ADI  ICC  DDC\/CMTinM  B  Cm  IPATIHM 

AIUS/SUB.  ABUot  rKtVtlN  I  ION  &  tUUOA  I  ION 

PlDUl 

Urn 

11m 
000U 

CDCPIAI    TDAIMIMP  DDfl  ICPTC 
ortOIAL  I  KAININo  rKUJCO  I  O 

Urn 

111/1 

3334 

AKinMVMni  ic  uii\/  tcctimp  ami™\  rrv  ikicci  iivir* 
ANONYMOUS  HIV  I  to  I  INb  ANU  OOUNStLING 

nDU 

Urn 

66  60 

I  C  A  Pi  DHIOnMP  DDC\/CMTinM 

LtAU  POISONG  PKtVtN  I  IUN 

DPH 

11  Ar\ 
3340 

»  J  n  U  /DDCMATAI     0  DCHIATDini 

MCH  (PRtNATAL  &  PEDIATRIC) 

nou 

DPH 

3341 

i  i|o  /nnrMATAi  \ 

MIC  (PRtNATAL) 

DPH 

3343 

uiv/iAinc  i  i  r~  a  i  "T"i  i  r~  n  i  mATioM/Dici/  nrni  mTir\M 

HIV/AIDS  HtALTH  EDUCATION/RISK  RtDUCTION 

DPH 

O  O  A  A 

3344 

zn  n  n  i  iDATi/nM  a  i   ucai  tu  cr\i  ipatiom 
OCCUPATIONAL  HtALTH  tDUCATION 

nou 

DPH 

3345 

a  i no  nn i  !/•>  nrmiDi  idccmcmt 
AIDS  DRUG  RtlMBURotMtNT 

DPH 

3354 

PRtGNANT  &  PARtNTING  ADOLtoCtNTo  (PPAP) 

DPH 

6600 

Aur>  DDIMADV  n  A  DC 

CHC  PKIMAKY  CAKt 

r\nu 

DPH 

11c  *1 

6  6o\ 

D  A  DC  DDC\/CMTIHM  p  \  /lOTIKA  CCD\/lrCC 

KAPt  PKtvtN  1  ION  a.  VIC  1 IM  StKVIOtS 

PlDUl 

Urn 

66OO 

Klor\  INrOKMA  1  ION  otKVIUto/rOloON  CON  1  KOL 

Urn 

1171 
66  1  6 

cadi  v  r^uiii  nunnn  tdaimimp 
tAKLY  CniLUnOOU  1  KAININo 

HDUI 

Urn 

007c 
66  1  O 

WIC 

UPH 

66  10 

Ol  IDOTAMrC  ADI  IOC  DDCWCMTirtM 

SUBS  1  ANCt  ABUSt  PKtVtN  1  ION 

UPH 

66/  1 

Ol  IDCTA  Mf>C  ADI  IOC  TDAIKIIMP 

SUBS  1  ANCt  ABUSt  1  KAINING 

pidlj 
UPH 

0070 
661 0 

n  A  V  TDCATMCMT  Ol  IDCTA  MOD  ADI  ICC 

UAY  IKtAIMtNl  SUBS  1  ANCt  ABUSt 

nni  i 
UPH 

33/y 

Ol  IDOTAMPC  ADI  IOC  /"M  ITDCAPU 

SUBS  1  ANCt  AbUot  OU  1  KtACH 

nnu 
DPH 

117C 

337c 

Ol  IDOTAMPC  ADI  IOC  DDItiJIADV  DDC\/CMTIAM 

SUBS  1  ANCt  AbUot  PKIMAKY  PKtVtN  1  ION 

nnu 
DPH 

3380 

BOSTON  DRUG  TREATMENT  IMPROVtMtNT  PROG. 

nnu 

DPH 

11  O  H 

3381 

nun r~\ Klin  niccAoc  ddc\/ckit*i«m\ki 
CHRONIC  DIStASt  PRtVtNTION 

nnu 

DPH 

1101 
3383 

n *n |  in  u /~"\ Ain  mi  nromCMTIAI    Dl  A^CfcUCKIT 

GROUP  HOMt  111-RtSIDtNTIAL  PLACtMtNl 

nnu 

DPH 

3384 

TRANSPORTATION 

nnu 
DPH 

HOC 

3385 

/*\t  ITDATICMT  n /"\  1  IKICCI  | M n       n|  IDCTAMPC   ADI  IOC 

OUTPATItNT  COUNStLING  -  SUBS  1 ANCt  AbUot 
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SHORT  TERM  INTENSIVE  INPATIENT  TREATMENT 
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I  MIVIILT  OUr  r  Ul\  1  OCIxVIUCO 

ncc 

uoo 

FCC? 

1  OOl 

FAMII  Y  CI  IPPORT  CFRX/IPFC/IMniX/  ITFMC 
rrMviiLT  ourrur  i  ociwiuco/iinui v.  i  i  civio 

ncc 

uoo 

FCC7 
rooo 

FAMII  Y  CI  IPPORT  CFRX/IPFC/PARFMT  AinF 
rrMVIILT  OUrrUr\  1  OurvVlwCO/r Mr\CIN  1  MIUC 

ncc 

uoo 

FX/P1 

FAMII  Y  V/ICITATIOM 

rrMVIILT  VIOIIMIIUIN 

ncc 

uoo 

Or\UU 

Ol  lARniAMCHIP  CI  IRCinY 
UUnr\Ulnl\Onir  OUDOIUI 

ncc 
uoo 

nuro 

HOMFFIMn/POMMI  IM  PI  APF/I  IMAPPFPTFn  MIMOR 
nUIXflCrilNU/UUMMUIN.r  LMUC/UINMUUCr  1  CU  IVIUNUPv 

ncc 
uoo 

HOT1 
nu  I  I 

HOTI  IMF  PROTFPTIX/F 
nU  1  LIINC  rl\U  1  CU  1  IVC 

ncc 

uoo 

nu  i  /. 

HOTI  IMF  OFMFRAI 
nU  1  LIINC  oCINCKML 

ncc 

Uoo 

HOT** 
rlU  I  O 

HOTI  IMF  VA/OMFM  AT  DICLf 
nU  1  LIINC  VVUMCIN  M  1  KlOrx 

ncc 

UOO 

IINU  I 

CFRX/C   RV  IKin  /IMTFPDPFTFPC 
oCKVo.  DT  IINU.  /I IN  1  CKrKC  1  CKo 

ncc 
uoo 

I  IN  UZ 

CFPX/C   RY  IMn   /CFY  ARI  ICF 
oCKVO.  DT  IINU.  /OCA  MDUOC 

ncc 

uoo 

MNUO 

CFRX/C   RY  IMn   /I  FOAI 
OCr\VO.  DT  IINU.  /LtbnL 

ncc 

uoo 

IINUH 

CFRX/C  RY  IMn  /IMV/  ACC 

OCrVO.  DT   IINU.  / 1  IN  V  .  MOO. 

ncc 

uoo 

MNUU 

CFRX/C  RY  IMn  /PHYCIPIAMC 

OCIWO.  DT  IINU./r  n  T  OIUIMINO 

ncc 

uoo 

IMHR 

I INUU 

CFRVC  RY  IMn  /PI  IM  POMCI II  TATIOM 

OCiaVO.  D  T   IINU.  /ULIIN.UUINOUL  1  M  1  IUIN 

ncc 

uoo 

iNn7 

IINU  / 

CFRX/C  RY  IMn  /PCYPHIATRICTC 
otzix v o.  d  t  iinu.  /ro  t  unin  i  r\io  i  o 

ncc 

uoo 

MNUO 

CFRX/C  RY  IMn  /OTHFR 
ocrwo.  d  t  iinu.  /u  i  ncrv 

ncc 

uoo 

PAM1 
r  MIVI  1 

PARFMT  AinF  MAMAOFMFMT 

r  MrxCIN  1  MIUC  IVIMINMOCIVICIN  1 

ncc 

uoo 

rttOU 

PARTMFR  AOFMPY  CFRX/IPFC 

r  Mi\  1  INCr\  MOCINU  T  OCrvVIUCO 

ncc 

uoo 

PAC1 
rno  I 

PARTMFR  AOFMPY  CFRX/IPFC/P ACF  MAMAOFMFMT 
r  ni\  1  INCr\  nOCINU  T  OCnv  lUCO/UnOu  IVIMINMOCIVICIN  1 

ncc 

uoo 

PAC9 

PARTMFR  AOFMPY  CFRX/IPFC/FAMII  Y  RFCOI  IRPFC 
r  Mr\  1  INCr\  nODMU  T  OCr\  V IUCO/TMIVIIL  T  RLOUUnUtO 

ncc 

uoo 

pfpd 

r  Cr\U 

FAMII  Y  PRFCFRX/ATIOM  OPFM  Rin 
TMIVIILT  r  rvCOCrxVM  1  IUIN  UrCIN  DIU 

n^c 

uoo 

PFP1 

i  L_r\  i 

IMnFPFMnFMT  1  IX/IMO  RFCinFMTIAI 

IINUCr  CINUCIN  1   LIVIINV3  rxCOIUCIN  1  IML 

ncc 

uoo 

PFR7 

IMnFPFMnFMT  1  IX/IMO  FAMII  Y  RACFn  TRFATMMT 

IINUCr  CINUCIN  1   LIVIINO  rMIVIILT   DMOCU   1  r\CM  1  IVI IN  1 

nsc 

uoo 

PFR1 

INnFPFNnFNT  1  IVINC^  MOM  PI  APFMFMT 

IINUCrCINUCIN  1   LIVIINw  INUIN  r  LMwCIVICIN  1 

ncc 

uoo 

RFP1 

Ol  IT/AFTFR  CPHOOI   nFI  FOATF  nAY 
UU  1  /Mr  1  Crv  OUnUUL  UCLCOM  1  C  UM  T 

DSS 

REC2 

OUT/AFTER  SCHOOL  DELEGATE  RESIDENTIAL 

DSS 

REC3 

OUT/AFTER  SCHOOL  DAY  SERVICE 

DSS 

REC4 

OUT/AFTER  SCHOOL  RESIDENTIAL 

DSS 

REC5 

OUT/AFTER  SCHOOL  ADVENTURE 

DSS 

SBCO 

SUBSTITUTE  CARE  BLANKET 

DSS 

SCH1 

ALTERNATIVE  SCHOOL 

DSS 

SHL1 

RESIDENTIAL  EMERG.  SHELTER-CHILD 

DSS 

SHL2 

RESIDENTIAL  EMERG.  SHELTER-WOMEN  AT  RISK 
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DSS 

SHL3 

PROVIDER  HOME  EMERG.  SHELTER-CHILD 

DSS 

SHL4 

SAFE  HOME  EMERG.  SHELTER-WOMEN  AT  RISK 

DSS 

THS1 

COUNSELING  TO  FAMILIES  &  INDIVIDUALS 

DSS 

THS2 

COUNSELING  TO  ADOLESCENTS  &  FAMILIES 

DSS 

THS3 

ADOLESCENT  TRACKING-NON  RESIDENTIAL 

DSS 

THS4 

COUNSELING  TO  IMMIGRANTS  &  REFUGEES 

DSS 

THS5 

SEXUAL  ABUSE  COUNSELING 

DSS 

THS6 

COUNSELING-WOMEN  AT  RISK 

DSS 

THS7 

COMMUNITY  BASED  COUNSELING-YOUNG  PARENTS 

DSS 

THS8 

SCHOOL  BASED  COUNSELING-YOUNG  PARENTS 

DSS 

THS9 

COUNSELING  TO  HOMELESS  FAMILIES 

DSS 

THSA 

INTENSIVE  FAMILY  INTERVENTION 

DSS 

THSB 

POST  LEGAL  ADOPTION  COUNSELING 

DSS 

THSD 

MEDIATION/CONSUMER  HOME  FAMILY 

DSS 

THSE 

CLINICAL  CONSULTATION/DSS  STAF 

DSS 

TIL1 

ADOLESCENT  AT  HOME/CONSUMER  HOME 

DSS 

TIL2 

TRANSITIONAL  LIVING-ADOL.  RESIDENTIAL 

DSS 

TIL3 

TRANS.  LIVING-YOUNG  PARENTS  RESIDENTIAL 

DSS 

TIL4 

TRANS.  LIVING-WOMEN  AT  RISK 

DSS 

TILS 

TRANS.  LIVING-HOMELESS  RESIDENTIAL 

DSS 

TIL6 

TRANS.  LIVING-DAILY  LIVINGA/OCAT.  SKILLS 

DSS 

TIL7 

TRANSITIONAL  LIVING-ADOL.  RESIDENTIAL 

Department  of  Youth  Services 
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DYS 

2500 

SECURE  TREATMENT 

DYS 

2501 

SECURE  DETENTION 

DYS 

2502 

SHELTER  CARE 

DYS 

2503 

GROUP  CARE 

DYS 

2504 

FOSTER  CARE 

DYS 

2505 

TRANSITIONAL  MANAGEMENT  PROGRAN 

DYS 

2506 

RESIDENTIAL  SERVICES  BLANKET 

DYS 

2507 

OUTREACH  TRACKING 

DYS 

2508 

EDUCATIONAL  SERVICES 

DYS 

2509 

TRACKING  PLUS 

DYS 

2510 

DETENTION  DIVERSION 

DYS 

2511 

TRAINING 

DYS 

2512 

INTAKE 

DYS 

2513 

MEDICAL  SERVICES 

DYS 

2514 

DAY  TREATMENT 

DYS 

2515 

DIAGNOSTIC 

DYS 

2516 

TRANSITIONAL  INDEPENDENT  LIVING  PROGRAM 

DYS 

2517 

SUPPORT  SERVICES 

DYS 

2523 

MEDICAL  SERVICES 

DYS 

2524 

EDUCATIONAL  SERVICES 

DYS 

2525 

FOSTER  CARE 

DYS 

2526 

TRANSITIONAL  MANAGEMENT 
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fi  n 

CL.U 

OUUD 

HDMF  PARF/MANAGFI")  PARF  PO*^ 

fi  n 

soo7 

ouu  / 

FI  nFR  ARl  J^F  HOTI  INF 

fi  n 

sooq 

PROTFCTIVF  ^FRVIPFS 

fi  n 

801  n 

OU  1  u 

Gl  JARniANSHIP/PONSFRV 

fi  n 

8014 

HOMF  CARF  CASF  MANAGFMFNT/A 

fi  n 

R017 

PONGRFGATF  HOUSING 

fi  n 

8020 

FOSTER  GRANDPARENTS/SENIOR  COMPANION 

fi  n 

8021 

ELDER  LUNCH  PROGRAM 

fid 

8022 

RSVP 

fi  n 

FAI  1  RIVFR  HARFS 

ELD 

8024 

LIVING  IS  FOR  THE  ELDERLY  (LIFE) 

ELD 

8025 

COORDINATION  OF  CARE 

ELD 

8030 

TITLE  III  SUPPORT  SERVICES 

ELD 

8033 

ELDERS  AT  RISK 

ELD 

8034 

SENIOR  AIDES  SPONSORS 

ELD 

8035 

USDA  CASH  &  COMMODITIES 

ELD 

8037 

ELDER  SERVICES  CORPS 

ELD 

8041 

PROJECT  CARE 

Holyoke  Soldiers'  Home 
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HLY 

2450 

SHARED  CONTRACT  SERVICES 

HLY 

2455 

ACUTE  CARE-HOLYOKE 

HLY 

2456 

LONG  TERM  CARE-HOLYOKE 

HLY 

2457 

DOMICILIARY  CARE-HOLYOKE 

HLY 

2458 

OUTPATIENT  SERVICES-HOLYOKE 

HLY 

2459 

ALZHEIMER  UNIT-HOLYOKE 

Mass.  Commission  for  the  Blind 


DEPT  PROGRAM  DEFINITION 


MCB 

2100 

MCB  MEDICAL  EVALUATION 

MCB 

2101 

DIAGNOSTIC  AND  EVALUATION 

MCB 

2103 

PHYSICAL  &  MENTAL  RESTORATION 

MCB 

2106 

PERSONAL  VOCATIONAL  ADJUSTMENT 

MCB 

2110 

ON  THE  JOB  TRAINING 

MCB 

2113 

HOMEMAKER 

MCB 

2115 

MOBILITY 

MCB 

2116 

AFTER  SCHOOL  CHILDREN 

MCB 

2117 

NEW  ENGLAND  HOME  FOR  DEAF 

MCB 

2119 

RESPITE  CARE 

MCB 

2122 

CLIENT  TRAVEL 

MCB 

2125 

CLIENT  INTERPRETER  SERVICE 

MCB 

2132 

DAY  TREATMENT 

MCB 

2133 

INTERDEPARTMENT  TEAM  CHILD 

MCB 

2134 

DEAF  BLIND  CONTRACT 

MCB 

2135 

VISION  FOUNDATION 

MCB 

2136 

RESIDENTIAL/DAY  PROGRAMS 

MCB 

2138 

IIVI/EYES 

MCB 

2143 

WGBH 

90-43 


Mass.  Commission  for  the  Blind  (Continued) 

DEPT  PROGRAM  DEFINITION  

MCB       2144  TIC 

MCB       2145       COOPERATIVE  FUNDING 
MCB       2146       CLIENT  CONFERENCE 

Mass.  Comm.  Deaf  &  Hard  of  Hearing 

DEPT  PROGRAM  DEFINITION  

MCD  2451  COMMUNICATION  ACCESS  SERVICES 
MCD      2452       MASS  ASSISTANCE  TECH.  PARTNER 

Mass.  Rehabilitation  Commission 


DEPT  PROGRAM 

DEFINITION 

MRC 

2200 

VOCATIONAL  REHABILITATION 

MRC 

2205 

EMPLOYMENT  SERVICES 

MRC 

2215 

INDEPENDENT  LIVING  PROGRAM 

MRC 

2220 

HOME  CARE  ASSISTANCE 

MRC 

2225 

STATEWIDE  HEAD  INJURY  PROGRAM 

MRC 

2240 

DIVISION  OF  DISABILITY  DETERMINATION 

Office  for  Children 


DEPT  PROGRAM  DEFINITION  

OFC       2320       CHILD  CARE  RESOURCE/REFERRAL 
OFC       2321       CHILDCARE/DISABLED  CHILDREN 
OFC       2326       CHILD  ABUSE  PREVENTION-POS 

Office  for  Refugees  &  Immigrants 

DEPT  PROGRAM  DEFINITION  

ORI        2003       DIRECT  SERVICES 

ORI        2004       COMMUNITY  DEVELOPMENT 

Parole  Board 

DEPT  PROGRAM  DEFINITION  

PAR       7010       SUBSTANCE  ABUSE,  PAROLE  BOARD 

Office  of  Veterans  Services 

DEPT  PROGRAM  DEFINITION  

VET  2351  1 1 5  VETERAN'S  BENEFITS  ADMIN 

VET  2352  MIS  VSMIS  AUTOMATION  PROJECT 

VET  2353  OFFICE  FOR  FEDERAL  BENEFITS 

VET  2354  CELEBRATION  &  MEMORIAL  HOLIDAYS 

VET  2359  GULF  WAR  VETERANS  BONUS 

VET  2361  NURSING  HOME  REVENUE  MAXIMIZATION 

VET  2362  ELDERS  REVENUE  MAXIMIZATION 

VET  2365  STATE  VETS  OUTREACH/COUNSELCEN 


90-44 
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VET  2366  CHAS  HOUSING  INITIATIVE 

VET  2370  POST-TRAUMATIC  STRESS  DISORDER 

VET  2385  JOB  TRAINING  PARTERNERSHIP  ACT 

VET  2398  HOMELESS  VETERANS 


Department  of  Public  Welfare 


DEPT  PROGRAM  DEFINITION 


WEL 

2833 

JOBS-  YOUNG  PARENTS  PROGRAM 

WEL 

2834 

JOBS-  ASSISTED  PLACEMENT  PROGRAM 

WEL 

2838 

HOMELESS-EAEDC  CONTRACTS 

WEL 

2839 

HOMELESS  CONTRACTS 

WEL 

2841 

FOOD  STAMP  OUTREACH 

WEL 

2862 

HOMELESS/FAMILY 

WEL 

2863 

HOMELESS/SUBSTANCE  ABUSE 

WEL 

2865 

HOMELESS/YOUNG  MOTHERS 

WEL 

2867 

HEALTH  CARE  FOR  HOMELESS 

WEL 

2868 

JOBS-  SERVICE  DELIVERY  AREA 

WEL 

2880 

HOMELESS  CONTRACTS 

WEL 

2886 

CHILD  CARE 

WEL 

2890 

TRANSITIONAL  HOUSING  GRANT 

WEL 

2901 

EA  -  FAMILY  SHELTERS  CONTRACTS 

WEL 

2902 

EA  -  SUBSTANCE  ABUSE  CONTRACTS 

WEL 

2903 

EA  -  HOUSING  SEARCH  CONTRACTS 

WEL 

2904 

EA-YOUNG  PARENTS  CONTRACTS 
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Independent  Auditors  Report  on  Internal  Accounting  Control 

TO  BE  COMPLETED  BY  THE  INDEPENDENT  AUDITOR 
SEE  INSTRUCTIONS 


Independent  Auditor's  Report  on  Compliance 


TO  BE  COMPLETED  BY  THE  INDEPENDENT  AUDITOR 


SEE  INSTRUCTIONS 


Provider  Organization's  Response  to  Auditor's  Report 


TO  BE  COMPLETED  BY  MANAGEMENT 
SEE  INSTRUCTIONS 


ACKNOWLEDGMENT  OF  THE  BOARD  OF  DIRECTORS 


TO  BE  COMPLETED  BY  BOARD  OF  DIRECTORS 


SEE  INSTRUCTIONS 


Sample  Narrative  of  Representation  Letter 


We,  the  Board  of  Directors  of  XYZ  Provider  Organization,  met 
on  Month  Day,  199X  and  have  voted  to  recognize  and  accept  the 
representations  of  management  and  the  expression  of  opinions  by 
Name  of  Independent  Auditor  as  embodied  in  the  Basic  Financial 
Statements,  Supplementary  and  Subsidiary  Financial  Statements 
and  Schedules  and  Independent  Auditor's  Reports  contained  in  the 
Uniform  Financial  Statements  and  Independent  Auditor's  Report 
(UFR)   for  the  period  ended  Month  Day,  199X. 

In  addition,  we,  the  Board  of  Directors  of  XYZ  Provider 
Organization,  hereby  certify  under  penalty  of  perjury  that  to 
the  best  of  our  knowledge  and  belief,  all  material  related  party 
relationships  and  transactions,  as  defined  by  808  CMR  1.02  and 
generally  accepted  government  auditing  standards,  have  been 
correctly  and  completely  disclosed  by  management  in  the  notes  to 
the  financial  statements  and  schedules  of  the  UFR  for  the  period 
ended  Month  Day,  19 9X. 


Signatory  for  Board  of  Directors 


Title 


Date: 


